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Creating a Requisition 

Background 
Information 

Essential background information on this topic includes the following: 

• This document covers the process of creating a requisition.  During 
the necessary steps involved it will also cover reacting or 
responding to a requisition received from a customer agency.  In 
most, if not in all situations, YOU, the Procurement Officer (PO) will 
be the customer agency user as well.  SPIRIT was programmed to 
allow the customer submitting the requisition to play a role in 
reviewing and approving solicitation documents.  The requisitions 
for Statewide contracts are, the majority of the time created by the 
Procurement Officer (PO).  This necessitates your playing both 
roles. 

• The receipt or creation of the requisition is the first step in the 
procurement process within the Spirit system.  Once received or 
completed, the process calls for creating a Procurement Plan or 
PP.  The PP then becomes the document that links the 
procurement in all its stages. 

• The PP will be the first document that you will need to submit to 
the customer for approval.  Once you submit to the customer, you 
will need to go back into the PP and submit to the PO for approval. 

 

This document will take you through the steps involved in creating and viewing a requisition. 
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After logging in to the Spirit system, Click on the  tab to open the menu 
options for all things requisition related.  The requisitions tab will expand to include the 
options below. 
 

 
To view your requisitions received from a customer or created by you, Click on the 

 tab. 
 
The Spirit system will notify you via e-mail when a new requisition is received. 
 
Click on the  tab to view a list of all requisitions received by everyone 
included in your Government Entity (GE). 
 

Click on the  tab to view procurement plans or PPs that you have 
begun (draft) or published. 
 
As you will see later in the training, everything in the process is tied to this document. 
 
To begin, we will create a requisition. 
 
Click on the  tab 
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Note 
 

 Any fields with the red dot are mandatory or required fields. 
 

This first row of fields contains: 
 
Requisition #: the Spirit system assigns a number to the requisition at its creation. 
 
Solicitation #:  status at this point is TBD or To Be Decided.  The Spirit system automatically 
assigns this as well when the Procurement Plan is created.  However, its assigned number 
will not be viewable to users (including yourself) until the Procurement Plan is complete. 
 
Contract #: status at this point is the same as Solicitation number.  This will not be assigned 
until a contract has been created.  The format will follow the same format that the State 
Procurement Office has for a number of years now, ADXXXXXX .  Strategic Contracts will 
have a different acronym, but the same format.  Each supplier awarded will have a 
designation of -1, -2, -3, etc. 
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This next row of fields lists the person that created the requisition. 
 
Note that the name of the person is a link.  You may click on any links you see in the Spirit 
system to view relevant information for that link.  In this instance the link brings you to the 
requisition creators profile, which contains their contact information, etc.. 
 
Date Created:  Is the date the requisition was created in the Spirit system. 
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Gov't Entity:  defines the Agency or office the creator of the requisition is assigned to.  This 
link may also be clicked on to view address information as well.  When in a government entity 
profile, you will be able to view users profiles of those assigned to that office, by clicking on 
their links in the government entity profile. 
 
PO assigned: is the Procurement Officer that the requisition will be assigned to.  The Spirit 
system assigns requisitions by commodity code.  The PM or Procurement Manager for a 
particular PO has the user rights that allows for the reassignment of any requisition 
(reassignment functionality is first available at the Procurement Plan), whether the 
reassignment is due to workload or the requisition did not reach the appropriate PO.  The PA 
and Spirit Administrator have this functionality as well. 
 
This particular requisition has not been assigned due to the fact that it has not had any 
commodity codes assigned to it yet.  That takes place during the line item creation phase. 
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The fields in this row track the various statuses of the requisition. 
 
Process Status covers the entire procurement process status. 
 
Status, tracks the status of the document you are viewing or working on. 
 

 
 
Ship To Address loads from the requisition creator’s government agency profile.  If the Ship to 
is a different location, they can type in the appropriate location. 
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These next screens will break down the various types of requisitions you can create/receive in 
the Spirit system. 
 

Click on the drop down menu  to select the requisition type. 
 

 
Note the options 

 
 

The Purchase requisition routes to the PO for action. 

The Off Contract purchase requisition routes to the PO for recommendation.  When 
complete it routes to the PA or Procurement Administrator for final approval/rejection. 

The Sole Source requisition, like the Off Contract requisition routes to the PO for 
recommendation.  When completed by the PO it routes to the PA for final approval/rejection. 
 
The Emergency requisition routes directly to the PA for approval/rejection.  If approved within 
the Spirit system, it will then route to the appropriate PO by commodity code for action. 

The Competition Impractical routes to the PO for recommendation.  Upon completion it 
routes to the PA for final approval/rejection. 
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Each of the requisition types other than Purchase requires the fields included above.  Each 
wraps the characters typed, so if additional space is needed, the user can just keep typing.  
Also, as with many documents in Spirit, they may attach any files necessary. 
 
The Purchase requisition only requires a Short and Full description. 
 
The Spirit system loads the fields necessary dependant upon the type select. 
 

The Purchase requisition will be used for the purpose of this section 
 

From the Requisition Type drop down menu Click on  
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From the drop down menu  the Requested By Date is selected. 

This date represents the date by which the customer (remember, you will likely be playing 
that role as well), would like the procurement completed. 
A brief description of the requisition must be typed in the Short Description field.  A longer, 
more definitive description is typed into the Full Description field. 
 
Both the Short and Full Description language entered will be used as criteria for searching 
for the various documents in the Spirit system. 
 

 
The Suggested Suppliers section allows for the inclusion of additional suppliers to the 
solicitation beyond those selected by the Spirit system by commodity code. 
 
The Spirit system does not select the suppliers until the price sheet has been created in the 
solicitation draft. 
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The auto selection of suppliers is also dependant upon what type of requisition is created. 
 
 Purchase - selects all suppliers by code 
 
 Off Contract - allows for the use of a supplier listed in the requisition, added in the 
solicitation draft or the auto selection by Spirit 
 
 Sole Source - does not generate a supplier list and uses the supplier included in the 
requisition or solicitation draft 
 
 Emergency - does not generate a supplier list and uses the supplier included in the 
requisition or solicitation draft 
 

 Competition Impractical - does not generate a list and notifies the supplier listed in 
the requisition, however, the solicitation itself is viewable and respond able by other suppliers 
if they access it in the All Solicitations list available to them.  Again you may also add the 
supplier at the solicitation draft stage. 

NOTE The Spirit system does not generate a suggested supplier list for RFQs.  Each 
supplier must be selected from the database. 

 

ADDING SUPPLIERS 

The various methods for finding and adding suggested suppliers will now be covered 

Best practice when searching for anything in the Spirit system is to use the wildcard in your 
searches.  The wildcard tells the search engine to search for your criteria with anything that 
follows it.  The Spirit system uses an asterisk * as the wildcard.  Example: Joe* the results of 
which would be all suppliers starting with Joe. 

 

One way to select suppliers is by clicking on the  button.  This will open a window 
containing the entire Spirit database 

Click on the  button 
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The above SPIRIT: Suppliers window will open displaying the list. 

Scroll down through the list.  To select a supplier, click within the checkbox .  You then scroll 

to the bottom of the screen and Click on the  button to select those suppliers 
checked or cancel.  The supplier(s) selected will now be listed in the area as designated by 
the red X in the image on the next page 

 

At the bottom of the search results page, you may also Click on the  
and  links to continue going through the list.  By doing this 
though, none of the suppliers you may have placed a checkmark next to will load into the 
requisition 

 

 
Another option is to type a known supplier name in the search field then click on the 

 button.  Or you may type in a partial search.  J* the beginning of a known name 
with the asterisk * as a wildcard. 
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The results of which will open the same window with suppliers listed that match the criteria.  
You would then scroll through the list and select the supplier(s) you are looking for, as done in 
the previous example. 

Note When searching, you may also enter search criteria in the Search Results window 
search field and continue your search from their.  See image below 

 

 
To remove any selected suppliers: 
 

Click on the  button.  
 
A window like the one you used to select suppliers will open with a list of those you selected. 
 

Place a checkmark in the checkbox  to the left of supplier(s) you wish to remove, scroll to 
the bottom of the screen and Click on the OK button. 

Note The Comments window is not mandatory however, you may make any comments you 
feel is necessary regarding the suppliers added.   
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LINE ITEMS 
We will now cover adding line items.  Like Azpix, the supplier database has appropriate 
commodity codes selected by the suppliers when they registered.  Clicking on the Select 
button will open a window with all codes in the databases.  You would scroll through this as 
demonstrated previously with the Suggested Suppliers.  Selecting the desired code is 
different in that you Click on the commodity code link to select it, rather than clicking in the 
checkbox. 
 
Or you may enter written criteria in the Search window (example, tire*) and Click on the 
Search button. 
 
Or you may enter a known or partial code and Click Search. 
 

Remember, for best results use the wildcard * 
First we will go the laborious route, which opens the database listing all commodity codes. 
 

Click on  
 

As mentioned, the entire list opens.  Like the Suggested Suppliers, you may type search 

criteria in the search field within the list and click . 
Note  

The code is a link .  This is how the commodity codes are selected.  Just 
click on the desired code, Spirit will close the commodity code window and load the 
code into the requisition.  If you wish, you may click on the Close button or click on 
Previous or Next Documents to continue through the list. 
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Clicking on 0031-0045 loaded the code into the Line Item section of the requisition as 
displayed above. 

Even though the code is listed, it is not completely linked to the line item until you click the 
ADD button below, which you will see further on in the process.  There are a couple more 
steps to be taken yet. 

Another means of searching is by typing a known or partial code in the Search field.  If the 
new code is selected, it will replace the one presently showing on the screen. 

If you were to type 0070* in the search window the results listed would be all codes with 0070 
as the commodity class and those with 0070 as subclass.   

Note the results.  The search was done using 0070.  The codes returned were those that 
contain 0070 anywhere.  It could be as the first one is; the sub-class or 0070 could lead as 
the commodity class. 
 
To further refine the search, the wildcard comes in to play: 
 
 *-0070 would result in the refinement being codes with 0070 as subclass 
 
 0070-* would result in the refinement being commodity the commodity class of 0070 
and its subclasses. 
 
Note that a dash or hyphen was used at either end.  That is a further definition of the criteria 
as it is a separator of commodity and subclass. 
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The above screen shot reflects searching for a specific commodity code.  This is the more 
likely way we would use this functionality as many may search out a commodity code(s) prior 
to creating a requisition..  Simply type in the code, in this instance I used 0070-0018 and 
clicked on search.  The code is the only result of the search. 

As mentioned previously, if you selected one of these codes it would replace the code 
presently loaded into the requisition. 
When you reach these areas familiarize yourself with various ways to search.  Practice makes 
perfect. 
 
By this point, you may have wondered how you include additional commodity codes if each 
time you select one it replaces the other.  The answer if you haven't guessed it is that once 
you complete a line item by filling out the rest of the information and ADDing it, it is locked in.  
You would then proceed to include additional line items to further define your target 
procurement. 
 
The only way to replace or change a commodity code selection once it has been ADDed is to 
delete the line item in its entirety. 
 
More on that later. 
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Select a Unit of Measure from the drop down menu. 
Type in the appropriate quantity, then Type in an Estimated Unit Price. 
Obviously this is only an estimate.  However, as it now when a customer creates a requisition 
it is the total estimated price that factors into to which procurement method is used.  FYI:  this 
fields accepts numerals and decimal points.  It also allows for four decimal places 

Commodity Code Item Description 

 
This area might be used by the customer to further define the commodity code and subclass 
selected.  At the time of solicitation price sheet drafting you will be selecting down to the 
commodity code item level.   

Each line item created in a solicitation will have to be brought down the item description level.  
These will have to be created ahead of time for a given solicitation.  If the customer breaks it 
down for you, it may give you a better idea of how to describe it. 

However, in most if not all instances, you (the PO) will be the customer as well since you will 
be creating your own requisitions for Statewide contracts. 

For Commodity Code Item requests see “Creating a Commodity Code Item” request following 
the section for creating a Supplier Information Request. 
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Once you have entered all Line Item relevant information Click on the  button 

 
Above is how the line item will appear in the requisition once you have added it.  Note the 

 button.  Clicking on it will delete the line item created in its entirety. 
 

Note that the commodity code is a blue link.  Clicking on it would open the window below 
allowing for the editing of UOM, Qty, Est Unit Price and commodity code item description. 

 

Make the available changes and click on .  If you don’t wish to make changes click 

on the  button.  Any changes you make can be  by clicking on that button. 
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A completed line item will resemble the image above 
 
ATTACHMENTS 

 

 
The Attachment functionality is much like that, with which we include files with an e-mail. 
 
The customer or you may add several documents to the requisition, including the Scope of 
Work or Specification prior to it’s being submitted as Complete.  If not, you will still be able to 
attach either of those documents later during the solicitation draft stage. 
 
When you do receive a Scope, you may want to save it elsewhere to allow for any editing that 
may be necessary.  Any documents attached to the requisition will be available for the 
solicitation. 
 

To include an attachment Click on  
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The Attach File window opens.  To locate the file, Click on  

Locate the file you wish to attach and Click on .  This will load the file into the 
Spirit: Attach File window. Either double click on the file icon or Click on the Open button 
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The file now appears in the Attachment section of the requisition. 

Note:  the time required for the document to attach is wholly dependent upon the size of the 
file.  For instance, if the file is six (6) mb in size it could take a few minutes to attach.  Just be 
patient. 
 
To open for the purpose of saving or viewing Click on the filename link.  This will open the 
document.  If you received the requisition, you would be able to do a Save As with this file for 
further work and attach it during the solicitation draft stage, which will be covered later in the 
process. 

Close it by clicking on the windows X 

To remove any file attached to the requisition, Click on the  button.  A smaller 
window listing the documents attached to the requisition will open.  Each file will have a 
checkbox  to its left.  Place a checkmark in the box of the file you wish to remove then click 
OK. 

Clicking on Submit will save the requisition as Draft, as the Spirit system default is set at draft. 
 
If the requisition is Complete, change the Save as: to Complete and Click Submit. 
 
Once submitted as complete, you will no longer be able to make any changes to the 
requisition.  However, if any additional line items or commodity codes are needed, they may 
be added at the Price Sheet draft stage of the solicitation. 
 

 
Note The Accounting Data section is not a functional part of the Spirit system at this time; 

however, information may still be entered. 

Once submitted you end up in your My Requisitions area of the Spirit system. 

NOTE:  SPIRIT assigns and routes requisitions based upon commodity code.  Once you have 
submitted the requisition as complete and are routed to your My Requisitions area look to see 
who the requisition was assigned to in the PO column (see image next page).  If the 
commodity code used is not assigned to you, the requisition will not be assigned to you.  
Procurement Managers (PM) can change the PO assigned at the next step in the process; 
the Procurement Plan (PP). 

SPIRIT could also assign the requisition to a Procurement Manager (PM) if there is a conflict 
with regard to commodity code assignment. 
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Procurement Plan 

Background 
Information 

Essential background information on this topic includes the following: 

• A Procurement Plan has to be created for every requisition that 
initiates a procurement in the Spirit system. 

• All documents in the solicitation process are tied to the 
Procurement Plan dates 

• Since performance is linked to dates met, you will want to identify 
the dates to be met as best as possible.  The system tracks the 
variance in days. 

Before You 
Begin 

Before beginning the task, obtain the following information:  

• You must have received or created a requisition prior to creating a 
Procurement Plan (PP).  The link to create is only available in that 
document. 

• As mentioned previously.  If you have created the requisition for a 
solicitation that you must do; you will be the Procurement Officer 
(PO) and Customer.  This does not require your logging out and in 
again.   

 



Created on 6/25/2004 2:05 PM Procurement Officers and SPIRIT 1.5 

Page 23 of 244 POPMPA Section One Unlimited 
 

The Procurement Plan here on in referred to as PP is created from the requisition.  Once you 
have received or completed creating a requisition, the link to Create PP will appear at the top 
center of the Document Information section of the requisition.  To create one, Click on Create 
PP. 
 
The PP contains key dates in the procurement process entered by you that should be met 
during the process.  Your PP, once completed will be forwarded to the customer for their 
review.  If any dates selected by you are not acceptable to the customer, regardless of the 
reason, the customer can change those dates.  The PP then routes back to you the PO with 
the changes and comments from the customer for your approval.  Once agreement has been 
reached by both parties, the PP can be published.  If agreement cannot be made a happy 
medium must be found.  After the first few rounds, the PO has the user role authority to 
publish the PP if agreement cannot be made. 
 
REMEMBER, if the PO creates the requisition, you shouldn't have any difficulty agreeing with 
yourself, however, you do still have to go through the process of Submitting to Customer for 
Approval (you in this instance).  Once submitted for approval to the customer, you return to 
the PP, click on the edit icon and submit for approval back to the PO.  Again, return to the PP, 
click the edit icon, select Publish and click on the submit button. 
 
A better understanding of the process should be found by the time you finish viewing this 
section. 

 
 
 
 

 

 
 

 
 
 
 
 
 
 

 

The Suspend button is used to do just that, suspend the requisition.  The suspend 
button was not available during the drafting of the requisition demo due to the fact that 
it does not appear until the requisition has been completed. 
 
The PO and PM have the authority to suspend a requisition for various procurement 
related reasons.  The PA has the authority to cancel the suspended requisition. 
 
Once a PP has been started, the Create Procurement Plan link changes to View 
Procurement Plan.  It can then be accessed by clicking on that link when viewable or 
by clicking on the My Procurement Plans under Requisitions at the navigation buttons 
to the left. 
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Note the status of the procurement process as well as the status of the requisition. 
 
The Process Status reflects the next step. 
 
Status: field to its right reflects the status of the document you are viewing. 

 
Once the requisition needs are understood (only necessary if you received from a customer), 
you may create your PP by Clicking on the Create Procurement Plan link. 
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Note You can return to the requisition by clicking on its link 

Created By, Requestor and Gov’t Entity are links as well 

 



Created on 6/25/2004 2:05 PM Procurement Officers and SPIRIT 1.5 

Page 26 of 244 POPMPA Section One Unlimited 
 

Note 
The information available in the General Information section in the image on the 
previous page.  None of these is a link 

 
It is in the PP that you select the type of solicitation you will do for this procurement. 
 

Select the radio button for the appropriate procurement type (Solicitation Type). 
 

You are all familiar with an RFP and IFB.  However, the Spirit system has the RFQ set up in 
two different ways.  They are: 
 

 RFQ (Cost): which is the process they tend to follow the majority of the time; based 
primarily on cost. 
 

 RFQ:  follows more in line with an RFP and allows for evaluation. 
 

The selection of either will depend upon the needs of the particular procurement.  In many, if 
not all instances, you will not be using RFQ –Cs or RFQs as SPIRIT will be used by you 
primarily for Statewide contracts. 
 
Beneath the Solicitation Type is the Contract Type section.  Again, you will primarily be 
selecting Statewide. 
 
NOTE:  Once the Procurement Plan is completed and published (not publicly 
published/viewable), you will not be able to change the Solicitation or Contract Type.  
Canceling the procurement will be necessary and you will need to create a new requisition. 
 

In the actions that follow, note that the Date drop down menu configuration changes 
depending upon the procurement type selected. 
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Dates are selected by using the drop down menus 

Take a moment to note the key dates that must be selected for the RFP.  The PP also loads 
these date fields as mandatory for an RFQ 
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Take a moment to note the key dates that must be selected for the IFB.  The PP also loads 
these date fields as mandatory for an RFQ C. 

 
The Plan date is that which you hope to meet. 
 
Actual Date is captured by the Spirit system. 
 
The Variance is then calculated and loaded into the appropriate column. 
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Further down in the Plan is a date area to assign the Pre-Proposal or Pre-Bid conference.  
Select the date as you do the others.  A time and location field is also available for the 
meeting.  If you do not enter this information in the Procurement Plan, you will be able to in 
the solicitation draft. 

 

Note Comment fields.  These can be used for communication between the Customer and 
the PO to note any changes or concerns that arise from any dates chosen. 
 
There are two Comment fields for the PO.  One that is public and is viewable by all.  
The other that is viewable internally only, which excludes the Customer. 
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Note Save as: options.  While drafting the PP you may stop and Submit at any time when 

Draft is selected.  You may then return at another time to continue your work. 
 
Submit to Customer for Approval does just what it implies.  When you are ready to 
send it to the Customer for their review/approval, you select the appropriate radio 
button for that process. 
 
What this does is changes the status of the PP to Pending Customer Approval.  As 
you will more likely than not, be the customer as well, return to PP, click on the edit 
icon, scroll to the bottom and select Submit to PO for Approval and click on the submit 
button. 
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When you have selected all the mandatory dates, change the Save as status to Submit to 
Customer for Approval. 
 

Return to the PP by clicking on the PP number link, once in the PP click on the edit icon , 
scroll to the bottom of the document and change the Save as: to Submit to PO for Approval 
and click on the submit button. 
 

When you return to the PP after the above submittal description, click on the edit icon  
then scroll to the bottom of the document again.  In this instance you will be selecting the 
Publish status and submitting it. 

 
 
 
That basically covers the Procurement Plan in a nutshell. 
 
Regardless of whether or not you create the requisition or a customer creates it, a 
Procurement Plan will be necessary. 
 
The approval process flows from PO to Customer and back to PO.  Note that you will not be 
able to change any dates in the PP once it is published, however, you may return to make 
notes regarding the procurement and save those though. 
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Supplier Information Request 

The Supplier Information Request or SIR (previously known as an RFI), within the Spirit 
system allows users to query the supplier community as a possible prerequisite to a 
solicitation regarding whether a service or commodity is out there and to what kind of 
response we might expect to a solicitation. 
 
This material takes you through the steps to creating and publishing the Supplier Information 
Request. 
 
After logging in to the Spirit system Click on the  tab from the Navigation 
menu 
 
 

Note 
1 You may Create a SIR by Clicking on the  tab 
 OR 
2 You may View a Sir that you may have already created and published by 

Clicking on the  tab 
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When you create a SIR in the Spirit system and publish it or Submit to Supplier the work 
within the Spirit system is done.  The supplier community (assigned by commodity/service 
code) receives an e-mail formatted with the information you requested. 
 
It is the responsibility of the supplier to respond back to you outside the Spirit system either 
via e-mail, fax or US mail dependent upon your instruction. 
 

Click on the  tab 
There is no attachment functionality in the Supplier Information Request portion of Spirit. 

 
1 The Spirit system automatically assigns a number to the SIR 
2 It also requires a supplier to respond by a certain date, which is selectable from 

the Due Date drop down menu by clicking on the  drop down arrow. 
3 Enter a title for the information request here.  For further detail you will use the 

Request window. 
4 Enter the Commodity/Service Code appropriate to the request and Click on the 
 The Request Section allows for the typing in of the request itself 
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The search results screen opens 

Click in the checkmark box  to the left of the Code listed, Click on the  button 
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The code selected is now listed.  You may enter further codes as is necessary. 
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NOTE 
If you selected any code(s) that you do not need Click on the Remove button 
The Remove Commodity Code window will open with the code(s) you added listed. 
Select the code(s) to remove by placing a checkmark in the box  to its left then Click 
the  button 
See screen shot on previous page 

Type in the detail of the request in the request window.  The text will wrap as needed 
so do not be concerned about running out of space 

When you have completed the Request click on the  button at the bottom of 

the screen, this will send the Request the Supplier community or Click on the  
button to reset the Request language and restart. 
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Creating a COMMODITY CODE ITEM request 

• This section covers creating a Commodity Code Item or CCI. 

• At the solicitation and contract level the eight digit commodity code is further defined 
down to a more definitive product or service.  For instance; if 0620-0085 is “Pen and 
Pencil Sets,” and you have a need for yellow number two pencils.  You would then 
create a CCI request for 0620-0085-0001, with -0001 being “pencil, number 2, yellow.” 

• The requested CCI routes to the SPIRIT Administrator for final completion or approval.  
This is necessary to avoid any duplicate CCI numbers or descriptions from being 
created. 

• The process of creating a CCI request may only take you a minute or less to do, 
however, the CCI will not be available for use for up to 45 minutes after the SPIRIT 
Administrator accepts it.  This is due to the new CCI needing to cycle through the 
server and its databases before it is available. 

NOTE:  requisition Line Items are not defined down to the CCI level, though you may want to 
submit your request(s) early in the process so they are available when needed. 

 

Using the Navigation Menu to the left, click on the  button (1).  From the 

sub-menu that opens beneath it, click on the  button (2). 
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A CCI request form will be generated. 

1) Request Notes – this field is not mandatory, however, you can use it as a means of 
communication with the SPIRIT Administrator with regard to the request. 

2) Commodity Code – commodity code number you are using 

3) Commodity Class: commodity class you are using 

4) Commodity Item: number you would like assigned as the Item number (if available). 

5) Description: Item description.  Note that this Item Description should not include any 
verbiage already included in SPIRIT.  Example:  0620-0085 is “Pen and Pencil Sets,” you 
should not include this as it is already defined.  You are requesting further definition to the 
Item level, -0001 “pencil, number 2, yellow.” 

Note:  the Definition field is only used for services taxonomy. 

Notes are not required, so you may leave this field blank if you wish. 

Simply fill out the other fields as depicted in the previous image and click on the  
button. 

If after submitting the request you would like to change the description, contact the SPIRIT 
Administrator as soon as possible.  If, however, the Administrator has already accepted the 
CCI as submitted and the 45 minute cycle has not completed, it will be necessary for the 
Administrator to wait the time out.  At that point, any wording changes you would like can be 
made by the Administrator.  This wording change will be immediate and no server cycle time 
wait will be necessary. 
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This covers Commodity Code Item requests.  This functionality is also available to support 
staff, so if you wish, you can have one of the staff submit the request for you while you work 
on other portions of your solicitation draft. 
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Solicitation Drafting (RFP) 

Background 
Information 

Essential background information on this topic includes the following: 

• In order to create a solicitation 

• You must have received or created a requisition 

• You must then have created a Procurement Plan (PP) and 
published it for the requisition. 

• All the familiar rules and procedures of procurement are followed in 
the Spirit System, so you are not learning anything new there. 

 

This portion of the manual begins the process of creating a solicitation.  For the purposes of 
this manual an RFP will be created.  Other solicitation types will be covered however, they 
may only cover any differences as the process of construction is much the same, regardless 
of the type. 
 
The Procurement Officer or PO, having received a requisition, then goes on to create a 
Procurement Plan or PP.  Once the PO has drafted the PP, he or she submits it to the 
requisitioning customer for approval.  Once agreement has been met and the customer 
submits the PP back to the PO; the PO then receives an e-mail notifying them of its approval.  
The notification e-mail contains a link to Spirit, which if clicked on will bring them to the Spirit 
site log in screen.  Were the PO to login, they were be brought directly to the document in 
question. 
 
For the purposes of this manual, we will access the PP as one would normally enter Spirit.   
 
The PO must return to the PP to publish the document thereby locking in dates, with the 
exception of those you are able to change from the solicitation document itself, more on that 
later in the manual.  Once the PP has been published, the PO can then go about creating the 
solicitation draft. 
 



Created on 6/25/2004 2:16 PM  Procurement Officers and SPIRIT 1.5 

Page 42 of 244 POPMPA Section Two Unlimited 
 

 

In order to create a solicitation, you must return to the published Procurement Plan. 

Click on the  tab.  Click on the  Plans tab from the 
submenu that opens under Requisitions. 

Once at the My Procurement Plan by Requisition Number screen, click on the link for the 
appropriate document. 
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At the top center of your Procurement Plan will be the Create Solicitation link, Click on it. 
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The next option that becomes available is the Default Solicitation type.  See image on 
previous page. 
 
If you select Default, a new draft solicitation will be generated, allowing you to start from 
scratch. 
Existing Solicitation creates a copy of a previously created solicitation that you may want to 
use because of its similarity to the new procurement you are doing. 
Existing Contract does the same thing as the existing solicitation; however, a copy of a 
contract is created. 
 
Selecting either the Existing Solicitation or Contract will load another window with a listing of 
all solicitations or contracts of the type you are creating.  You would then click in the area to 
the left of the document you would like to copy and click OK 
 
Note:  when using the Existing Solicitation or Contract functionality it is only possible to copy a 
solicitation or contract of the same type.  Only RFPs will be selectable if you are doing an 
RFP and only IFBs will be available if you are doing an IFB. 
For the purpose of the manual, we will use the Default selection. 

After selecting Default, Click on the  button 

 

It may take a few moments for Spirit to create the draft 
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The solicitation draft opens up.  Note its similarity to other documents we have dealt with.  
Most, if not all documents in the Spirit System contain links allowing you to go directly to 
contact info or to another document tied to the document you are presently in. 
Note that the close date has loaded into the solicitation from the PP. 
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Note the PO, PM and further to the right, the PA assigned to the solicitation. 

Priority Solicitation is a functionality available to the PM and PA.  This allows either of them 
to set a particular solicitation as priority.  Hot potato procurements may need to be set as 
priority.  If Priority is selected, only the PM or PA has the right to publish the solicitation. 
Review by date and date to close loaded from the PP.  These are changeable in the 
solicitation by using their drop down menus. 
 
The Date To Close may be necessary if the procurement is running a little behind schedule.  
You may need to adjust the date to allow the solicitation to be available for the proper amount 
of time. 
If you wish to include a questionnaire in the solicitation you can select the Yes radio button.  
Default setting is No. 
 

The Solicitation title loads from the requisition.  You may change it if necessary. 

The conference location, its date and time loaded from the PP or you may enter the 
information if you did not at the Procurement Plan. 
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The POs Conflict of Interest form is included electronically in the Spirit System.   

To read the Conflict of Interest form Click on the (View) link.  The Conflict document will open 

in a separate window, which will allow you to read or print the document.  Click on  After 
reading the form to close it. 
 

Click within the checkbox  to acknowledge or sign.  A solicitation will not be publishable if 
not acknowledged.  SPIRIT will let you know when you try to publish your solicitation if you 
have not acknowledged the statement. 
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Type a description for the solicitation.  This will allow others a better idea of what it is for.  It 
will also be recorded as search criteria allowing for the ease of locating documents by users. 
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Special Instructions & Special Terms and Conditions 

 
The next step covered will demonstrate adding Special Instructions and Special Terms and 
Conditions. 
 

Adding the Specials Sections is done by  clicking on the Section drop down menu (1) 
 
The actual clauses for each are inserted by selecting from the Clause drop down menu (2) 
and clicking on the ADD button to the right (3). 
 
Clauses are removed by selecting the Section from the lower Section drop down window (4), 
then by selecting the specific clause(s) from the clause drop down menu (5) .  You would then 
Click on the REMOVE button to the right (6). 
 
(7) Previously described the fact that no Specials links were present initially, this is no longer 
the case.  Please disregard. 
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Click on the Section drop down menu and select Special Instructions 
 
 

Note that the screen shifted a bit and that the Clause drop down menu has gotten longer.  
When Special Instructions was selected, Spirit loaded all the special instruction clauses 
appropriate to the solicitation. 
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The next step is to select a clause from the drop down menu.  Bid Bond is going to be 
selected in this manual. 
 
 

To include the clause Click on the  button. 
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The manual will now click on the Clause drop down and select Evaluation.  Once Evaluation 

is selected, Click on the  button 
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Special Terms and Conditions is added the same way 

When you select Special Terms and Conditions from the Section drop down, the Special 
Terms and Conditions will load into the Clause drop down menu.  You then follow the same 
procedure as with the Instructions 

 

As with the Special Instructions, once you have added a clause, the Special Terms and 
Conditions section will appear beneath Special Instructions.  See image above 

Note that the Insurance Clause must be selected in order for the Spirit System to include the 
insurance form with the solicitation.   

The preceding were the steps necessary for adding Special Instructions & Special Terms and 
Conditions and their clauses.  The next section covered will address the steps taken to edit 
the clauses included. 
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Clause editing 
You may notice that a few additional clauses have been added in the interim. 
 

As you may have noticed, these Section titles are links.  To view or edit any clause included 
with the exception of Uniforms (they can only be viewed), you click on the Section link.  A 
window opens listing the clauses included.  To view a particular clause you click on its link. 
 
Click on Special Terms and Conditions 
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This list of included clauses opens.  Note the blue dot to the left of Performance Bond.  The 
blue dot alerts the user to the fact that the clause language has been edited. 
 
Also note the Column Titles:  CL# is the clause number and pertains to the Uniforms so that 
they display in the appropriate order, this column is not used with the Specials.  Type denotes 
whether a clause is O for optional of M for mandatory (Uniforms).  Edit denotes whether a 
clause is editable or not. 
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Click on Eligible Agencies (Listed). 
 
 

Note the information contained in the heading 
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The clause title is included. 
 
The default language is listed.  Notice that the Proposed Wording is the same as the default.  
This wording will not change unless you edit the clause.  You will then have both available for 
comparison 
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This area beneath the Change Proposed button is where the user does their editing.  To load 
the default language into the edit area, click on the  button. 

The default language is now in the edit window.  Make any changes necessary. 

 



Created on 6/25/2004 2:16 PM  Procurement Officers and SPIRIT 1.5 

Page 59 of 244 POPMPA Section Two Unlimited 
 

Before we submit this, note the History of Changes (image previous page).  The area beneath 
will contain who, when and what was changed.  We will return to this with a screen shot after 
submitting the change.  Prior to that there is no history. 
If you click on the Reset button it will erase the change you just made, but only before you 

have submitted it.  To save the changes made to the clause click on the  button. 
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Note in the previous image, the blue dot is now present as the clause has been edited. 
 

Clicking on the clause again will open it.  Once opened, scroll to the bottom to view the 
History. 
Note that the person that made the last change is listed; also the date and time they made the 
change.  The clause as it is now written and the default, which is how it was before. 
 
Had a customer made this change it would have listed them.  The last change is always listed 
on top.  You will get another view of this during the solicitation approval stage. 
 
Click on the Submit or Cancel button to return to previous screen that lists the clauses you 
included.  Then click on Close to return to the solicitation 
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Removing Clauses 

This next process covers removing any clause(s) you may have added to either of the 
sections 

 

Click on the lower Section drop down menu and select either the Special Instructions or 
Special Terms and Conditions Section depending upon which one contains the clause you 
want to remove. 

Once you have selected the Section, the Spirit System will load the clauses included so that 
you may select and remove any.  See image next page. 
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 has been selected for removal.  Simply Click on the Remove 
button to delete it.  The processing please wait window will pop up. 

 

As in the image above, click on the Special Instructions section.  When the list opens you will 
see that the clause is no longer included. 
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Evaluation Criteria and Evaluators 

 

Click on the  button and the Evaluation Criteria window will open 
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Note, that if necessary, you can change the Evaluation Due Date and Clarifications Due Date 
here. 
 
The Clarifications Due Date refers to the date you would like to receive clarification questions 
from the evaluators if they have any. 
 
Instructions to the evaluators must be included in the Instructions window.  The text wraps 
and scrolls, so you should have no need of additional writing area.  If necessary, instructions 
can also be sent outside the Spirit System and attached later to the contract. 
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Adding Evaluators 

 

Individuals that may assist this office in the evaluation of solicitations will need to be added by 
the Spirit Administrator.  We may have some people that participate more than others and 
may already be included.  However, if those you are using are not, they will need to receive 
training and have a profile created in SPIRIT by the SPIRIT Administrator. 
 
Note that having evaluators assigned to an RFP is a requirement; if none are included you 
cannot publish a solicitation.  If none of your evaluators have a profile in the system you can 
add yourself as an evaluator, this will satisfy the functional requirement of the application.  
Once the evaluators are created, you may then remove yourself and add them.  This is 
possible up until Proposal Evaluation Reports are created, but more on those later. 
 

CLICK on the  button. 
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Evaluators in the system will appear in this window.  If the list gets lengthy, you may use the 
search field to narrow down the list. 
 
Place a checkmark in the box to the left of the evaluator(s) you wish to include. 
 
Once selections have been made, scroll to the bottom of the window and Click the 

 button. 
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Viewing Evaluator contact information 

 

After the screen refreshes the evaluators will be included. 
 
The evaluator’s names are links, so that you can look up their contact information.  Click on a 
link and the evaluators user profile opens. 
To close this window you may click on the X, Or you may Right Click on the screen with your 
mouse and click on back. 
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To Remove an evaluator from the solicitation 

 

Click on the  button. 
The list of evaluators included with the solicitation will open in a new window. 
 
Place a checkmark by clicking in the box to the left of the name(s) you wish to remove, click 

on the  button; the evaluator has been removed 
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Evaluation Criteria 

 

Note the area with the  functionality 
 
You may include additional criteria in addition to or in place of the four system default 
categories.  If you Clicked on add now, it would add one more criteria.  Or you can add 
multiple at one time by the selecting the number you wish to add from the drop down menu. 
 
You also select what type of evaluation it will be by selecting Weighted or Points (default). 
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Each of the four default criteria is selectable from each drop down menu.  For instance, 1 
Conformance.  If you were to click on its drop down menu, methodology, key personnel and 
cost would be available and other criteria are listed. 
 
You also have the sub-categories of: strengths, weaknesses, other, and conformance 
category.  Each one selected, by clicking in the corresponding box adds that factor and 
includes an additional area for evaluator comment. 
 
NOTE:  If at anytime during the drafting of a solicitation you have a need for an additional 
criteria; the user may contact the SPIRIT Administrator and request that the criteria necessary 
be created.  If requesting this, include the subcategories you would like identified with the 
criteria. 
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If the default order of importance does not suit your evaluation; you may use the drop down 
menus to change and select a different order or use the simpler means by clicking the up or 
down arrow  to the right of the criteria you wish to move 
You may also select what criteria you want and where, by selecting it from the drop down 
menu where you want it to appear.  Make sure that you don’t end up with two of the same 
criteria. 
When satisfied with the criteria, you may change the Save as: to Complete and click on the 

 button. 
 
You will be able to make changes to the criteria prior to publication. 
 
If you feel safer not changing the status to complete leave it as Draft and click on the Submit 
button.  If you forget to change its status and attempt to publish the solicitation, Spirit will 
generate an error message informing you that the evaluation criteria is not yet completed. 
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The Price Sheet 
This portion of the manual will guide you through the process of completing the Price Sheet in 
a solicitation. 
 
You will be shown how to create the Line Item in the solicitation using the information from the 
requisition.  Spirit System brings the information over from the requisition, so there is no labor 
involved there. 
 
Additional Line Items and deleting them will also be included. 
 
 

Click on the Price Sheet button 
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The commodity code(s) load from the requisition. 
 
Clicking on the Pricing link opens a window defining the pricing options 
Price Sheet Column definitions: 
 
LI # = line item number 
 
Cm Code #, Cm Code Item # = comm code number and comm code item number 
 
Commodity Code Description... = self explanatory 
 
Qty = Quantity 
 
UOM = Unit of Measure 
 
Group = group a line item may be part of 
 
Alt? = indicates if a supplier is welcome to offer an Alternate 
 
Include = indicates what you may want the supplier to include 
 
Column definitions continued: 
 
Detail = indicates whether or not you want them include a specific detail 
 
Add Line Item = is used to create and add additional line items 
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View Requisition Line Item Information link in the image above opens the requisition line 
item information, however, all the information you need is right in front of you. 
Pricing type:  Fixed Price = FP, Discount Off List Price = DLP and Percent of List Price = 
PLP can be select from the Pricing drop down menu. 
 
Qty = Quantity can be edited by typing any new quantity requirements if they have changed 
since the requisition creation. 
 
UOM = Unit of Measure allows for selecting a more appropriate measure if that included in 
the requisition was not accurate enough. 
 
Group = allows for including line items in a specific group.  The Spirit System includes groups 
A - Z, it then goes to aa, bb, cc, etc. 
 
The checkboxes will be discussed further in more detail shortly. 
 
In Spirit, the commodity code is broken down to the item level.  It is at this point that you 
would select the appropriate item description. 
 
Since the Spirit System is new, the commodity code item description is likely not in the 
system yet.  See section on Requesting a Commodity Code Item 
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Click on the line item number (indicated by arrow, image above), to open the window that 
allows for completing the details of the line item. 
 

Once in the Line Item itself you must complete what is necessary to the solicitation.  This 
process begins with the identification of Commodity Code Item Numbers.  If none exist they 
will need to be created by the SPIRIT Administrator.  If they are already within the system you 
may continue the process by clicking on the Search button.  The search will be by the 
Commodity Code and Subclass entered.  The results of which will be any Commodity Code 
items assigned to the particular code. 
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To search for the commodity code item, click on the Search button.  The window that opens 
will list the commodity code items available for 0070-0020.  Scroll through the list of those 
available, to select the item you want, click on its link to load it into the line item.  See image 
below 
 

When the document reloads it will include the commodity code item detail. 
 
To select the pricing type click on the drop down menu to select it 
 
The Quantity and UOM are copied by SPIRIT from the requisition (these can be changed if 
necessary). 
 
For this commodity and in this instance, the PO requires the manufacturer name, as well as 
the model.  These are selected by clicking in the box to the select the desired requirements 
 
Model Number is selected if appropriate. 
 
We will also select Catalog #.  With this selected, a field will be included on the suppliers 
response side that will allow them to enter their website.  This will allow the functionality of 
including a link in their contract (if awarded), directly to the products on contract. 
 
Date is checked with reference to the catalog. 
 
Part # is selected if appropriate. 

Checking the Alternate box would indicate to the supplier that an alternate to that which we 
are requesting is acceptable. 
 
Detail Note is checked if you wish the supplier to respond to something that may be typed in 
the field beneath it. 
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When the line item information is complete, change the Save as status from the default of 

Draft to Complete then click on the  button. 
 
If you save it as complete you will still be able to make any necessary changes prior to 
publishing the solicitation. 
 
You may also save it as Draft status; however, it will need to be set as complete to publish the 
solicitation.  If you forget, Spirit will let you know by way of an error message when you try to 
publish. 
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Adding a Line Item 

 
Note the image above.  The Add Line Item button is now just above the Close/Reload 
buttons.  Rather than to the right of a Line Item as viewed below.  Other than the screen 
layout, the functionality remains as described below. 

 

To include another line item click on the  button.  A blank line item will be 
created.  You can either use the same code as in the previous line item or use a different one.  
The same steps as covered previously are used when creating additional line items 
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To change the order of the line items, click on either the up or down arrow to the right of the 
line item you would like to move. 

Use the  buttons (above each up/down arrow), to delete any line item   

Click on the  button when you are done with the Price Sheet.  You can also use 
the Windows X in the top right corner of the Price Sheet to close the document. 
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BEST PRACTICE FOR THE PRICE SHEET AND SUGGESTED SUPPLIERS : 
 
It is at the time you create and submit the price sheet that the Spirit System queries the 
database and loads the appropriate suppliers.  Oftentimes the process of drafting a 
solicitation and publishing it is a few weeks.  During these few weeks a number of suppliers 
have probably registered that may be interested in this solicitation. 
 
In order to reach these suppliers you should resubmit one line item that is representative of 
each different commodity code used in the solicitation.  To do this, you would go back into the 
price sheet, then go to each of the representative line items and submit them again.  This will 
re-query the database and include those additional suppliers that may have registered while 
you were drafting the solicitation. 
 
The Spirit System is set up to notify suppliers of a solicitations existence if they were 
registered prior to your drafting the solicitation.  Spirits functionality also notifies suppliers if 
they register for a code used after a solicitation has been published.  However, it will not notify 
the suppliers that may have registered while you were drafting the solicitation.  To avoid 
missing these suppliers, the previous steps mentioned above should suffice in reaching the 
appropriate suppliers each time you draft a solicitation. 
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Scope of Work/Specification 

 

To add the Scope of Work, click on the  button.  This will open a separate 
window that will include the documents attached to the requisition.  Select the appropriate 
document by clicking its radio button and then click on the OK button. 
As we all know, many times the Scope or Spec that arrives with a requisition is not perfect 
and will require fixes.  If this was the case you may have opened it and saved it as a file you 

could work on.  If this is the case, you will have to click on the  button, locate 
the file and attach it, much like you would an attachment to an e-mail.  This is necessary if 
changes were made to the Scope as the edited Scope is now the most up to date document. 
 
You may also not have received a Scope/Spec with the requisition, but had it e-mailed to you 
outside the Spirit System.  If this is the case, you would also use this method to attach the 
document. 
 
Once attached; when the Scope/Spec button is now clicked on the document will open in a 
new window. 
 
There is no limit to the number of documents that you can attach to a solicitation; however, 
SPIRIT will only allow one document linked to the Scope/Specification button. 
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If you scroll down the solicitation draft to the Attachment section, you will see the 
Scope/Specification file name link.  You may click on any file name link to open the document.
 
This is the area of the solicitation that additional documents may be attached and/or removed.  
The Add, Add From Req and Remove functionality will be covered later on in the manual.  
To touch on it briefly though; clicking on the Add button opens a browse window like that 
shown during the Scope attachment.  Add From Req opens the window that lists documents 
available for attachment from the requisition.  Remove opens a window listing the files 
attached (including the Scope, if attached).  Placing a checkmark in the checkbox and clicking 
on the OK button will remove that document. 
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Questionnaire 

 

To set up the Questionnaire, click on the  button.  The Questionnaire 
window will open. 
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Type a question in the  field or paste one that you may have in a Word document. 
 
PASTING BEST PRACTICE:  Sometimes the translation from a Word document to a field in 
Spirit may not be a mirror image of what you copied.  For example, quotation marks usually 
copy into the Spirit System as question marks.  To avoid this, prior to copying and pasting 
from another document, save the Word file as a PLAIN TEXT file type, then copy and paste 
from that one.  This usually solves the dilemma.  You may also submit it as draft, then return 
to view it and correct the few characters that may have changed. 
 
1.  You can add more question fields by selecting the number you would like to add from the 

drop down menu and then click on the Add button.  
 
NOTE: If you add too many questions to the questionnaire, leave any that you do not use as 
the last questions in the form.  Any blank question fields at the end will not appear in the 
supplier’s copy of the solicitation.  If you leave a blank question field between any questions, 
all question fields following the blank field will be removed.  If this happens, contact the 
SPIRIT Administrator as all is not lost (famous last words). 
 
Oftentimes the same or similar questions are used in questionnaires; an example of which 
would be regarding exceptions taken.  Any of these oft used questions can be found in what 
is referred to as the Question Bank 
 

To select commonly used questions from the Question Bank, click on the  button 
found at the right of the question field you are working on. 
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When the Question Bank opens you will see the listing of available questions.  To select a 
question to use, simply click on its title link.  This will load the question into the questionnaire.  
If you would like you may then edit it in the questionnaire. 

Note: once the list of available questions becomes lengthy, you may use the search 
functionality for keywords. 

NOTE:  if you have boilerplate questions you would like included in the Question Bank submit 
them to the SPIRIT Administrator and it will be so. 

Like the line items in the Price Sheet, you can change the order of the questions by using the 
up or down arrows  located to the right of the question you would like to move. 
To complete the Questionnaire, change the Save as: to Complete and click on the 

 button. 
 

If submitted as Draft, you will be informed by the Spirit System if you have forgotten to change 
it to Complete when you try to publish the solicitation. 

 

Once the Questionnaire has been Submitted you are routed back to the main document. 
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Certificate of Insurance Information 

 

You must select the appropriate amounts for the Certificate of Insurance in this area.  The 
amounts selected will load into the Certificate that will be included in the suppliers solicitation. 
 
Selecting the Insurance Clause in the Special Terms indicated to the Spirit System that you 
would be including a Certificate.  It then included this area in the solicitation. 
 
Simply click on the appropriate drop down menu(s) selecting the amount.  If a monetary 
amount is not necessary for any of the liability/damage amounts select N/A from the drop 
down menu in each instance.  You may also select N/A for all the fields if you like. 
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PRICE SHEET INFORMATION SECTION 

 

 
You must select a Tabulation Group Type.  To do so, click inside the appropriate radio button.  
Instructions to the supplier must also be entered.  These instructions will appear on the Price 
Sheet in the supplier’s view of the solicitation. 
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If at anytime you wish to view the suggested suppliers included in the solicitation, click on the 
View Suppliers link.  A window will open listing the suppliers.  The suggested suppliers 
window opens allowing you to scroll through the list.  Scroll to the bottom of the window and 
click the Close button or click on the window X to close. 
 
Like the requisition piece you can search for and add any other suppliers you want to include.  
 
Enter any comments you feel necessary regarding suppliers added in the comments section 
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Adding a Newspaper 

 

Newspapers with contact info have been pre-loaded into the Spirit System.  Selecting a 
newspaper will send a notification requesting an advertisement in that paper.  The notification 
will include appropriate details about the solicitation similar to that below. 

Click on the  button to open the list of Newspapers. 
 
Newspaper Legal Ad 
Please do not respond to this e-mail as it is a system generated notification and will be returned to you 
as undeliverable. 
 
The referenced legal advertisement is being forwarded to you for advertisement in your newspaper. 
Please run the advertisement within 3 days of receipt of this notification. Please invoice the State 
Procurement Office at 100 N. 15th Avenue, Suite 104, Phoenix, Arizona 85007 or call 602-542-5511, 
Fax (602) 542-5508 if you have specific questions. 
 
Please DO include the following information in the ad, preferably at the end as follows:  
 
For further information contact the AZ State Procurement Office at (602) 542-5511 or visit 
www.spirit@az.gov to register and respond to the solicitation. 
 
Please DO NOT include the Conference Location and Date lines if none is listed. 
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Select the newspaper you want the ad to appear in by placing a checkmark in the box  to 
its left.  Scroll to the bottom of the SPIRIT Newspapers screen and click on the OK button. 
 
Note that you may also search for a specific paper. 

Note that when creating an amendment to a solicitation it will be necessary to remove the 
Newspaper, unless another legal advertisement is necessary. 
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Attachments, Adding and Removing 

 

 
To add an attachment, click on the Add button. 
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As done when attaching a Scope/Spec, click on the  button to search for the 
file you want to attach (think e-mail attachment) 
 
 

Choose a file to attach.  For the purpose of the manual we will cancel this action by clicking 

on the  button and attach a document by using the  button. 
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Click on the  button. 

 

A window opens listing the files attached to the requisition.  Select the file(s) to attach and 

click . 
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Removing Attachments 
 

In the Attachments section click on the  button 
 

 
 
The window above will open listing the files attached.  Place a checkmark in the box(es) to 

the left of the file(s) you wish to remove.  Then click on the  button.  The file(s) will 
now be removed from the solicitation. 
 
Note:  many of the images regarding attachments have differing files to choose from, this is 
due to the fact that different solicitations were used to obtain images from.  Please disregard 
any filename discrepancies in this documentation as it is the action, not actual files that are of 
importance here. 
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Submitting Solicitation as Draft or Submit to Customer for Approval  

 

Make any Comments regarding the solicitation that you feel are necessary. 
 
When you are done with the solicitation draft you must submit it to the Customer for Approval.  
This approval process will be covered later. 
 
You do not have to be done with the solicitation draft in order to submit for customers 
approval.  You may do this as many times as you feel is necessary during the drafting 
process. 
 
When you do Submit to the Customer, they will have the option of making certain changes to 
the draft, which you must then approve prior to publishing the solicitation. 
 
Once you have set the Save as: status to Draft and saved, the Draft status radio button will be 
replaced by Update.  Any time from that point on to save progress on the draft, select the 

Update radio button and click on the  button. 
 
NOTE:  As mentioned previously, in the majority of, if not all cases you the PO will also be the 
customer (you created the requisition).  This manual does not include information on 
reacting/accepting changes made by the customer, however, as you are considered the 
customer as well, you only need to submit back to the PO for approval when playing the part 
of the customer. 
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After clicking on the submit button, you will routed back to the My Solicitations area in Spirit.  
Note the status of the solicitation the manual has been creating, AD040061 
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IFB and RFQ C set up differences from the RFP or RFQ 
The drafting or structure of the IFB and RFQ C (Request for Quotation Cost), is extremely 
similar to that of the RFP with the exception being Evaluators and Evaluation Criteria. 

The IFB and RFQ C do allow for the option of including evaluators for the purpose of assisting 
you in concluding whether or not the offer meets the Scope or Specification. 

For more information on the evaluation and/or awarding of an IFB/RFQ C, see the section 
entitled IFB Evaluation. 

This portion of the manual covers the only major difference between the drafting of an RFP 
and an IFB or RFQ C. 
 
This particular draft is from an IFB, however, the process for this and an RFQ C are the same.  
When the manual refers to an IFB it is taking into consideration the fact that the IFB and RFQ 
C functionally is the same. 

The Spirit System allows for the inclusion of evaluators in IFBs and RFQ Cs.  It obviously 
does not include the depth of the evaluation of an RFP, but the PO may require the 
knowledge of someone that is familiar with that which is being procured.  After the close of an 
IFB or RFQ C, the evaluators will have an area in which they can make comments regarding 
the offer. 
Note that in an IFB the user has a Cost Evaluators section. 

 
Initially this Cost Evaluators section does not have an area to include any evaluators.  If you 
want to include one or more, you would select Yes by clicking in its radio button. 
 
The screen will then refresh with the appropriate buttons to use to include the evaluator(s). 

 
Click on the Add button to open the evaluator selection window. 
 
This should be familiar territory to you as it is the same process as that used in the RFP.  
Once an evaluator has been selected and added the name(s) will appear where the word 
None is. 
Select who you want to include.  You would then click on the OK button. 
If you needed to remove any, you would click on the Remove button.  Like the RFP; a window 
would open containing the person(s) included with checkboxes to the left of their names.  
Place a checkmark in the checkbox to the left of the person you wish to remove and click the 
OK button. 
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Post solicitation publication processes 

Background 
Information 

This portion of the manual will cover: 

• Changing the Solicitation Close Date 

• Changing/Adding Evaluators  

• Amending a Solicitation 

• Viewing the Solicitation Tabulation prior to close 

 

Changing the Close Date 

 

In the Azpix system we create and issue an amendment.  The Spirit System differs in that, if 
the only thing you need to do with a solicitation is change the date, you would use the Change 
Due Date functionality. 
 
When you do this, suppliers are notified via e-mail as to the change in date.  The Spirit 
System also makes that change in the appropriate solicitation field on the supplier side; 
however, no amendment is created or published. 

Click on the  tab after logging in.  Click on the  tab 
from the sub-menu 
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Click on the appropriate solicitation number link for the manual. 

 

Once a solicitation has been published, the  button will appear and be 
active.  Click on it, this will open a window with a drop down menu allowing you to select a 
new date. 
 

Note the  button.  This button is available at all times and is used to cancel a 
solicitation if necessary. 

Click the  button to record the new date. 

Note that if and when you create and issue an amendment it will be necessary to change this 
date to reflect the new Close Date.  Since key dates in a solicitation load from the 
Procurement Plan and as these dates are not editable after publication of the plan, the 
original Close Date will load into any amendments. 
That covers the entire process involved in changing the close date in solicitation.  Once you 
clicked on the OK button after changing the Close Date, the e-mail notification was sent. 
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Changing/Adding Evaluators 
The Evaluation Committee originally included in this solicitation has to be changed due to one 
of the evaluator’s workload. 
 
After logging in and reaching the My Solicitations section of Spirit, Click on the appropriate 
solicitation number link. 
 

Note that the solicitation is in View mode.  Once published you are unable to make any 
changes other than Close Date or Evaluators without creating an amendment 

 

Scroll down to the  button, then click on the  button 
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Click on the  button. 
 
Note the Evaluators included in the bottom left of this corner window. 
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To remove an evaluator, click on the  button 

The evaluators included in the solicitation will be listed in the Remove Evaluator window that 
opens. 
 
Place a checkmark in the checkbox to the left of the evaluator(s) you wish to remove by 

clicking inside the box then click on the  button.  The evaluator is removed. 
 

To add an evaluator to replace the one removed (if necessary), click on the  button. 
The Evaluators By Name window opens listing the evaluators in the Spirit System, as it did 
when you selected evaluators while drafting the solicitation.  Once the list gets lengthy, you 
may want to use the search functionality. 
 
Scroll down the window until you find the evaluator you wish to use, and then select them by 
placing a checkmark in the box to the left of their name. 
 
After selecting the new evaluator(s), continue scrolling to the bottom of the window and click 

on the  button 
 
The new evaluator will now be included. 
 

Click on the  button if you are done. 

Once back at the Evaluation Criteria window, you can scroll down to the bottom of the window 

and click on the  button or Click on the windows X.  That completes the process of 
changing evaluators in the Spirit System.  It is not necessary to do anything else, the 
evaluators have been addressed. 

 

NOTE:  Evaluators can be changed during evaluation up to the point of creation of the 
Proposal Evaluation Report(s).  Any evaluation forms by a removed evaluator will also be 
removed by the system. 
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Solicitation Amendment  
This section of the Spirit manual covers the process involved in creating a solicitation 
amendment. 
 
The Spirit System treats all amendments the same regardless of whether for a solicitation or 
contract.  Whereas in Azpix we created an amendment that is physically a separate document 
from the original; Spirit duplicates the original document, incorporating all the information from 
the original into the new.  When the new document or Amendment is finalized, the old 
document, whether solicitation or contract is closed out.  The new document is then the new 
active document. 
 
So what you are looking at once created is an entirely new solicitation in a sense. 
 

Once logged in click on the  tab, then click on the  
tab from the sub-menu 

Click on the appropriate solicitation number link  
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Notice that there is no edit icon, as this is a published solicitation editing is not possible 
unless in an amendment draft. 
 
Once you have entered the solicitation you must scroll to the bottom of the screen to the 
Related Documents\Information. 
 
Most if not all processes you will address from the publication moment on will be addressed 
from this area. 
 

 
Take a moment to examine 1 through 8. 
 
1. Amendments is used to Create and View amendments created. 
 
2. Tabulation allows the PO to view a list of submitted proposals prior to Close. 
 
3. Proposals will be used after the close.  You will be able to access the list of proposals to 
the solicitation.  There will be links so that you can then access each individually once you 
click on View. 
 
4. Evaluations will be used to view the evaluators evaluations for each proposal. 
 
5. Proposal Evaluation Reports, or PER is a step up from the evaluations and are 
documents/reports that you the PO generates based upon the evaluators completed 
evaluations. 
 
6. Solicitation Evaluation Report is a step up from the PER, combining all suppliers scores.  
Much like a tabulation it is here that you will select those suppliers to appear in the 
Tabulation. 
 
7.  Tabulation lists suppliers based upon your selections in the Solicitation Evaluation Report.  
You will select each award on the screen. 
 
8. Contract is used to create and view contracts created. 
 
All relevant information after close will be covered in greater detail later in the process. 
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To create an amendment, click on the Create link at 1. Amendment(s). 
 

 

The draft Amendment will be created and load into the screen after a “processing please wait” 
screen.  The process may take a few moments as the system is duplicating the solicitation so 
that you can make any changes 
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As mentioned previously, you must select the new Close Date for the amendment as dates 
were pulled from the original document and the PP. 
 
You must re-acknowledge the Conflict of Interest statement. 
 
Type in your amendment language in the Amendment Information window. 
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Questionnaire and Price Sheet Changes 

 
These two statements above represent a step you will always need to address when creating 
a solicitation amendment.  Spirit is asking you these questions in order to simplify the 
proposal response for the supplier.  When Spirit duplicates the information from the original 
document for the amendment, it not only duplicates our internal solicitation.  It also duplicates 
the suppliers proposal if they have already begun drafting one. 
 
If you select yes for either the Price Sheet or Questionnaire, Spirit will not duplicate the 
suppliers work done to date in either of these sections of their proposal.  If nothing has 
changed in either, Spirit will reproduce those pieces for them. 
 
The reality of the application is that it cannot know exactly where a supplier has drafted 
information, in for instance the Price Sheet and then match it to any changes you have made.  
There are too many combinations of options or changes that you may make.  If you do 
change the Price Sheet or Questionnaire in an amendment, Spirit will duplicate the suppliers 
work done to date with the exception of anything they have entered in the sections in 
question.  If, however you do not change anything in either section, Spirit will then duplicate 
any work the suppliers have begun in both, because it can map one with the other. 
 
We will be adding a line item to the Price Sheet in this amendment, so the radio button for the 
Price Sheet will be selected to indicate Yes. 
 
Every piece of the solicitation has been duplicated.  If you opened the Questionnaire you 
would see your questions.  You could edit, delete or you could add more if needed.   

If you recall, when setting up the price sheet and questionnaire originally as complete, you 
had the options to save as a draft or as complete.  In the amendment, both documents are 
editable, but only have a status of complete.  This is as it is, so that when and if you do 
publish an amendment it is not necessary to even go into those documents if you don’t need 
to. 
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To make the changes to the price sheet, Click on the  button 
The process is exactly the same as creating a line item from scratch during the solicitation 
drafting stage. 
 
Just click on the ADD Line Item button to begin.  Or edit what is already there. 
 
As before, the commodity code search results are down to the item level.  Click on the link of 
the one you want to use to load it into the line item.  Select the Price Type, Quantity, Unit of 
Measure and Group (if appropriate). 
 
Check the appropriate details to Include, i.e. manufacturer, model, etc..If you are done, 

change the Save as: status to Complete and click on the  button. 
 
If necessary, once back at the Price Sheet you may change the order of the line items by 
using the Up and Down arrows on the right side of the window. 

Type any comments necessary to the customer in the Solicitation Review Comments window.  
These would be notes to yourself, as you are likely the customer as well. 
 
As with the solicitation, the amendment must go through the approval process.  If satisfied 
with the work, scroll to the bottom of the screen, change the Save as: to Submit to Customer 
for Approval and click on the Submit button.  If, as expected, you are playing both roles; once 

you submit to the customer, simply return to the solicitation, click on the edit icon,  scroll to 
the bottom and select Submit to PO for Approval and click on the submit button. 
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Solicitation Amendment Approval 
This next step in the process begins at the point after which, the customer (you?) has 
approved the amendment and submitted it back to you.  If this will be a statewide contract 
remember that you are the customer since you had to create the requisition to begin the 
process.  Prior to your publishing, you will still need to submit to the customer.  However, 
since you know what you’ve done, you only need to go in and submit it back to yourself as the 
PO. 
 
Access the amendment at the Solicitation by Solicitation Number screen or use the link in the 
notification e-mail that SPIRIT will send out. 
 

 
Note the two documents that now exist in the My Solicitations section.  The original 
solicitation, AD040061 shows a status of Published.  The Amendment, AD040061-A1 has a 
status of Pending PO Approval. 
 
Once the amendment is published, the status of the original solicitation will reflect that it is 
Closed (Amendment Issued) and the amendment will reflect that it is Published. 
 
The amendment, which includes the original solicitation and its amended portions, will then be 
the main document. 
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Note that the Edit Icon  is present.  The document is in view mode.  You will need to click 

on the edit icon  to update, approve or publish the document. 
 
For the sake of the manual, we will assume the customer made no changes and that all was 
in agreement. 
 

Click on the Edit Icon  
 

Once in edit mode scroll to the bottom of the window. 
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Your comments to the customer and theirs in return to you are in the Solicitation Review 
Comments window.  Note that they will not be viewable by the supplier. 
 

To publish the amendment, change the status to Publish and click on the  button. 
 

 
The original solicitation status has changed, as well as that of the amended document, which 
is now the active document. 
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Solicitation Tabulation 

 

Prior to the close of a solicitation we often check the bid tab to see if any suppliers have 
responded to a solicitation to get a feel for the interest and what work may be ahead.  In the 
Related Documents\Information section at the bottom of a published solicitation you will click 
on 2. Tabulation.  Clicking on the View link will reveal basic information regarding proposals 
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At the SPIRIT: Tabulation you can see that one supplier has begun a Draft of their proposal to 
the solicitation.  Once the supplier is done with their proposal the status will be the date the 
supplier submitted as Complete. 

To return to the solicitation click on your browser back button 
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Solicitation Evaluation 

Background 
Information 

This topic includes the following: 

• Evaluation Form generation 

• Proposal View Orientation 

 

Beginning the Evaluation Process 

To begin an evaluation the evaluator enters the proposal(s) to be evaluated and scrolls to the 
“Items To Compete” section at the bottom of the screen 

The evaluator will be unable to begin an evaluation until he or she has created and accepted 
the “Conflict of Interest” statement. 

1. Evaluation(s) (Printable Eval COI) – the evaluator must click on the “Create” link 
(highlighted in the image above), the statement will open in a separate window.  At that point 
the evaluator has the option of “accepting” or “rejecting” the statement.  If rejected, he or she 
can go no further.  If accepted, the system generates the evaluation form for that proposal.  
This action must be repeated for each proposal to a solicitation. 

To get to the evaluation form after saving it as a “Draft” the evaluator must click on the “View” 
link located in the “Items To Complete” section next to where the “Create” link was for the 
form. 
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The evaluator then clicks on his name link to open the evaluation form. 

The evaluator also has links to view the “Evaluation Criteria” and “Proposal” available on this 
screen as well 

The evaluator must click on the “edit” icon  if s/he has generated the form and save it as 
“Draft.” 

All important dates from the PP are included within each evaluation that an evaluator creates 
for a solicitation.  These dates are listed under the "Evaluation Schedule."  The dates listed 
are not tracked by the Spirit System, however, if any dates are not met, the PO can list these 
issues in the PP, which is still available for notes in the "Comments" window. 

The "Clarification Questions" link is utilized by the Evaluator for the creation of questions that 
may arise during the evaluation, that require a response from the "Offeror."  The "Evaluator" 
clicks on the link to create the form, so that the questions can be recorded.  Once complete, 
they are forwarded to the PO, so that a "Clarification Questionnaire" can be created and 
submitted to the "Offeror" if necessary. 

The Evaluator can click on the "Proposal" link to view the "Proposal" from the "Evaluation 
Form."  We will assume the “Proposal” link was clicked on, so that we can cover some 
proposal view orientation. 
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Proposal View Orientation 

 

Take a moment to note the data available in the "Proposal Information" section. 
 
Proposal # = indicates the "proposal number" generated by the system when the "supplier" 
initiated their "Proposal."  It's "Status" of Complete is recorded to the right. 
 
Is BAFO? = indicates whether or not this is a "BAFO" proposal and BAFO # indicates what 
BAFO round it is. 
 
Created By: and Supplier Name: = indicates the supplier and links back to their contact 
information. 
 
Date Created: = is the date the supplier initiated their "proposal." 
Date Due: = refers to the solicitation. 
 
Modified By: and Date Modified: = indicate who at Joe Azspo Test initiated the "proposal" 
and who and when the last person from their company made any changes prior to submitting 
the proposal as complete. 
 
Total Price: and Date Submitted: = indicates the total price offered and the date that the 
proposal was submitted as complete. 
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Take a moment to note the information available in the "General Information" section.  All the 
information located here is in reference to the solicitation. 
 
Note:  Solicitation Number is a link back to the solicitation itself for reference.  This allows the 
evaluator to view the solicitation and its attachments and to follow any links available in that 
document i.e. requisition, PP etc.. 
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The Special Instructions to Offerors, Special Terms and Conditions, Uniform Instructions and 
Uniform Terms and Conditions are readily available for reference through their links. 
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To Do List 

 
 

1. Offer = (203) clicking on "View" allows the evaluator to view that document. 
 

2. Price Sheet = clicking on "View" allows the evaluator to view the pricing offered. 
 

3. Questionnaire = clicking on "View" allows the evaluator to view the suppliers answers to 
questions posed in the solicitation. 
 

4. Insurance, 5. Bid Bond and 6. Performance Bond are not necessary to the evaluation.  
Clicking on the "View" links for these opens the documents as they appear in the original 
solicitation.  These documents will be submitted a hard copies to the State Procurement 
Office, to then be scanned and attached the appropriate suppliers proposal. 

 
1. Clarification Response: the Clarification Response is based upon questions the 
Evaluators may have regarding a specific proposal.  The Evaluators type any questions they 
may have in their Clarification Questions window and save their evaluation as "pending 
clarifications.  The PO, if necessary generates a "Clarification Questionnaire" using the 
evaluators questions and submits them to the specific supplier(s).  Once the supplier 
completes the questionnaire, the status of the Clarification Response will be "Complete" and 
the evaluator(s) will be able to view them and continue with their evaluation. 
2. Negotiations: if necessary this form will be created by the PO with the assistance of the 
evaluators.  It will then be submitted to the supplier(s). 
 

3. BAFO: if necessary this form will be created by the PO with the assistance of the 
evaluators based upon their evaluations and the "Proposal Evaluation Report (PER). 
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1. Evaluation(s): Initially this only has a "Create" link for evaluators.  When the evaluator 
clicks on "Create" the "Evaluator Conflict of Interest" statement opens allowing for the 
evaluator to accept its language.  The evaluation can then begin on that particular proposal.  
Once begun the "Create" link is no longer available and the "View" link is used for access for 
the evaluator for their evaluation.  The evaluator can also access their evaluation through the 
"Evaluations" tab on the main menu. 
 

2. Clarification Request: Once the evaluator has submitted clarification questions to the PO 
to generate the "Clarifications Questionnaire," the questionnaire is then accessible by the 
evaluator by clicking on the "View" link when active.  The questionnaire as completed by the 
supplier(s) will be viewable in the previous section covered. 
 

3. Proposal Evaluation Report (PER): When the evaluator(s) have completed their 
evaluation(s), the PO will create this report.  The PER combines the evaluations of all 
evaluators into one report.  The evaluator(s) must then click on the "View" link that will be 
present here to view and "approve" the report.  Evaluation/award cannot continue without the 
evaluator(s) approval of this report. 
4. Supplier References Questionnaire: this form allows the PO to create a questionnaire 
that can then be e-mailed of faxed from the Spirit system to the references the supplier(s) 
submitted. 
 

5. Supplier Meeting Request(s): this form generated by the PO sends an e-mail from the 
Spirit system to the appropriate supplier(s) regarding any necessary meetings during the 
evaluation. 
 

6. Negotiations: this form generated by the PO will be created with the assistance of the 
evaluator(s).  The form will be viewable from this area once completed.  
 

7. BAFO Request: much like the amendment, the Spirit system generates a duplicate of the 
solicitation including the supplier(s) proposal.  The BAFO includes a BAFO questionnaire with 
the duplicate so that the supplier(s) knows what specifically to address.  It also allows the 
supplier(s) to make any changes they feel is necessary in an attempt to address the BAFO.  
The BAFO will be viewable by clicking on the "View" link that will appear here.  The 
supplier(s) response is viewable by the evaluator from the section described previously. 
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Payment Terms as offered by the supplier are viewable, as well as the Confidential 
Information. 
 
If the supplier(s) submit anything that they feel is confidential, they will have to cut it from its 
original document and paste it in this window that will be available to them.  The supplier(s) 
will have to reference where exactly the confidential material comes from.  This information is 
viewable to the evaluator(s), the PO, PM, and PA as well as the supplier(s) that submitted it. 
 
Clicking on the "suppliers" attachments to their proposal will open them.  There is no limit to 
the number of attachments a supplier may submit with their proposal. 

Close any attachment(s) by clicking on the windows  
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Viewing Offer & Acceptance, Price Sheet and Questionnaire 

 
If you are viewing a proposal in Spirit scroll back up the proposal to view the Offer, Price 
Sheet and Questionnaire in the “To Do List.” 
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1. Offer 

 

Click on "View" to open the Offer and Acceptance form.  This form contains all the information 
that is on the present form we use (203).  It also will contain the individual that should be 
contacted for issues pertaining to the proposal and their contact information. 

Click on the "Close" button at the bottom of the form to exit the Offer and Acceptance. 
 



Created on 9/18/2003 1:29 PM  Procurement Officers & SPIRIT 1.5 

Page 124 of 244 
 

2. Price Sheet 

 

The "Price Sheet" will open.  Clicking on the “Line Item” number link (circled above), will open 
that particular line item to allow the viewing of it and its details. 
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Click on the “Line Item” number link to view the details of the proposal to the solicitation price 
sheet.   
In this Line Item, the PO requested the Unit Price, Manufacturer and Model. 

Click on the  button or the windows X to return to the proposal price sheet 
Once closed, we click on the second line item number link 
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The PO requested manufacturer and model. 
 
Catalog # and Catalog URL; if you recall that during the solicitation drafting, the Catalog URL 
will allow users of the contract to follow the link within a given supplier(s) contract to the 
products on contract at the suppliers website. 
 
Catalog Date and Part # were also requested. 
Close this line item as you did the previous.  Once back at the “Proposal Price Sheet” click on 
the close button. 
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3. Questionnaire 

 
Click on the “View” link to open the “Questionnaire” response.  Answers to questions posed to 
the supplier(s) in the solicitation will be viewable here. 

Click on the “close” button or windows X to return to the proposal. 

NOTE:  In some instances, the combination of amount 

The detail involved in the evaluation has obviously been simplified for the purposes of 
instruction. 
 
After viewing the necessary documents, the evaluator can now return to their evaluation form 
to complete the evaluation. 
 
Scroll down to "The Items To Complete (For Internal Use Only) section" 
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Click on the "View" link to open the evaluation form draft.  The evaluator can continue from 
where s/he left off. 
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Clicking on the "Evaluation Criteria" link will open a view of the evaluation criteria as listed 
below in the "Evaluation Criteria Key." 
Clicking on the "Proposal" link will return the evaluator to the suppliers proposal (we used this 
link to enter the proposal for the review).  A link back to the proposal is also available from the 
evaluation form. 
 
To access their evaluation form the evaluator must click on their name link. 
 
Note: C4 100 is the score given to the cost as offered by the supplier.  This score is 
generated by the Spirit system and can be edited by the PO when drafting the Proposal 
Evaluation Report (PER). 
When an evaluator or any user returns to any draft form they have created, it will be in view 

mode only.  You must click on the "edit"  icon to make any changes. 
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Once in "edit" mode, scroll to the bottom of the screen to the evaluation criteria.  Within each 
criterion is the evaluators comments and points score.  The PO has access to fields to allow 
for the input of a more merged and coherent language for the PER. 

The "Evaluator(s)" enter any relevant remarks regarding the suppliers proposal to the 
solicitations evaluation criteria.  These may be what s/he considers "Strengths" or 
"Weaknesses." 
 
This evaluator may be unclear on a number of issues with regard to the suppliers 
conformance to the Terms and Conditions and to the Scope of Work.  He will make notes to 
that affect and not consider what the scoring for this category might be until the issue is 
clarified.  If an evaluator needs clarification s/he clicks on the "Clarification Questions" link 
above and types in any questions.  Once the questions are typed in, the evaluator would 
submit the evaluation to the PO using the "Pending Clarifications" status.  This will allow the 
evaluator to return later to evaluate other portions of the proposal as well as return to 
complete the evaluation once the supplier has responded to the "Clarification Questionnaire," 
that the PO will draft and submit to them. 
In this instance, the evaluator is unclear as to a couple of issues with regard to the suppliers 
response to "Criteria 1."  He will make comments to that affect with the intention of creating 
"clarification questions," so that he can continue the evaluation of that criterion at a later time.  
These questions will be entered by clicking on the "Clarification Questions" link. 
 
The evaluator having read the proposal may enter evaluation notes on the other categories, 
as they may be edited anytime prior to their submitting the "evaluation form" as complete. 
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He will also enter a score.  Remember that this document is a draft until submitted to the PO 
as complete.  The score entered at this point does not need to be the final score he may 
enter. 
 
The system will average the scores of all evaluators, which the PO, when creating the 
Proposal Evaluation Report (PER) can alter if deemed necessary. 
 
Comments for each of the criteria will have to be entered.  For each category, you may have 
selected, “Strengths” and “Weaknesses” as this evaluation criteria does.  A comment will 
have to be entered in at least one for each of the criteria, including cost.  The Spirit system 
calculates the “Cost” score, however, with cost, as well as the others, the PO can override the 
score. 
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Clarification Questions 
Now that the evaluators point scores and comments have been input, we will scroll back up to 
the "Clarification Questions" link and enter any clarification questions. 
 
Click on the  link. 
If the evaluator is unclear as to the meaning of something in a proposal, the evaluator would 
click on the "Clarification Questions" link to type the issues/questions.  The PO can then 
generate a "Clarification Questionnaire" to submit to the supplier if warranted. 
 
 

If the evaluator has more that one question, s/he may click on the "ADD" button to create 
more fields for additional questions.  This functionality works like the Questionnaire in the 
solicitation drafting process.  Although, this questionnaire cannot be saved as "draft."  The 
evaluator will have to note questions then type them or paste them in all at once. 
 
The evaluator types the questions in this window.  Use the "Up" and "Down" arrow buttons to 
rearrange the questions if necessary.  As in the image above, only a “Down” arrow is 
available.  Once other question fields are added, the “Up” arrow will be available as well. 

Clicking on the  button adds more question fields.  You may use the numeric drop 
down menu to add more than one at a time.  Leave any blank question fields at the end of the 
form so that they do not appear to other people (PO) viewing them. 
 
To repeat.  If the evaluator decided not to use an added question field, they would just leave it 
blank.  Also, if a PO or another evaluator could answer the clarification question(s), the PO 
would not need to include all questions submitted by the evaluator(s). 
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Once complete the evaluator clicks on the  button.  The PO will access the 
questions when the evaluator submits their evaluation form as Pending Clarifications. 
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This evaluator has gone as far with his evaluation as he can at this point.  The "status" for the 
evaluation for this proposal can be either saved as "Draft" or "Pending Clarifications." 
 
As the evaluator needs clarification(s), he will set it as "Pending Clarifications" so that the PO 
will be notified of the existence of "clarification questions."  If necessary, the PO will create a 
"Clarification Request." 
 
Click on the "Submit" button to complete this stage of the evaluation for this proposal. 

Once submitted you will be returned to the proposal. 
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Evaluation  

 

Clarification Request 
In drafting the Clarification Request the PO can go into each individual evaluation form and 
view the questions as posed by the evaluator(s).  Or the PO can begin the draft and view the 
questions as the request is being drafted. 

Clicking on the  button adds more question fields.  You may use the numeric drop 
down menu to add more than one at a time.  Leave any blank question fields at the end of the 
form so that they do not appear to other people (PO) viewing them. 
 
To repeat.  If the evaluator decided not to use an added question field, they would just leave it 
blank.  Also, if a PO or another evaluator could answer the clarification question(s), the PO 
would not need to include all questions submitted by the evaluator(s). 

 
At the "My Evaluations By Proposal Number" screen, click on the appropriate proposal to the 

solicitation being evaluated.  In this instance  
The previous action opened the "Evaluation Form" that contains the "clarification questions."  
Note that the status of the evaluation is in red at the top center of the evaluation form. 

The POs view of the evaluation form of another evaluator will always be in "view" mode to the 
PO.  It is during the drafting of the "Proposal Evaluation Report" (PER), that the PO will be 
able to make changes to the language used by the evaluator for that report.  The language 
changes however, will not change that which the evaluator typed in the evaluation form. 
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To view the clarification questions, click on the  link.   
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The PO can then read the clarifications the evaluator needs.  The answer to the clarification 
questions may be apparent to the PO or another evaluator so that submittal of a request to 
the supplier would not be necessary.  However, if a request is appropriate, the PO must 
return to the "Items To Complete" section of the proposal and create a "clarification 
questionnaire" 

To close the window click on the  button or the windows X. 
Either click on the proposals number link from My Proposals or after closing the clarification 
questions, click on the "Proposal" link to return to the proposal to create a “Clarification 
Request.” 
 

 

Once in the proposal, scroll down the screen to the "Items To Complete" section 

2. Clarification Request, click on the  link (circled above). 
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The “Clarification Request” has been generated.  This request is like the other questionnaire 
based forms you will find throughout the procurement process in the Spirit System. 
 
The PO must type instructions to the supplier for the request. 

If additional question fields are necessary, the PO can include more by clicking on the 

 button.  To add more than one at a time select the appropriate number of questions 
from the numeric drop down menu to the buttons right. 
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The Spirit system has been programmed to allow the PO to select the question(s) from a form 
so that they do not need to be retyped.  This functionality is much like the "question bank" 
used when creating a questionnaire when drafting a solicitation.  The difference being that the 
PO is selecting from the questions as typed by the evaluator. 
 

Click on the  button to the right of a question field to open the SPIRIT: Clarification 
Questions window that contains the questions as written by the evaluator. 
 
To select a question to include; click on the questions link.  In the image exported from the 

demo,  is the question selected 
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The question selected is now incorporated into the form.  This question can be edited as 
appropriate. 

To load the second question into the form click on the appropriate  button.  If you 
were to click on the select button for question number one (which already has a question), 
this new selection would replace the previous. 

Rather then include a second question; it is left blank.  This may be due to a bad question or 
that the PO or another evaluator knows the answer.  Leaving the second question blank will 
exclude that field from the request.  There will be no indication that this question ever existed. 
NOTE:  Had the PO included the second question s/he could have rearranged the order of 
the questions by utilizing the "Up" or "Down" arrows beneath the select button. 
As the evaluation form for the second evaluator has a status of "draft" the PO clicks on the 

 button with the "clarification request" as draft to enable the inclusion of any 
questions from the second evaluator if submitted. 
Regardless of the save as status selected, once submitted, you will be routed back to the 
proposal that you created the “Clarification Request” for. 
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Having received no additional questions from the second evaluator the PO returns to the 
proposal to submit the clarifications to the supplier.  Had clarification questions been submitted 
by the second evaluator the PO would have repeated the steps taken previously.  As the 
“Clarification Request” has been saved as “Draft,” the PO would have returned to the 
previously created request.  The second evaluators questions would have been added to the 
questions the first evaluator wrote.  The PO would then have been able to add additional 
question fields and selected the questions to add to the “Draft” clarification request. 

 

Return to the proposal that the “Clarification Request” was created for and scroll down to the 

“Items To Complete” section.  Click on the  link for the "Clarification Request" 
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As with all documents that have been previously begun, the request will be in view mode. 
 

Click on the "edit"  icon to open the request in edit mode so that you can complete the 
form. 

 

Note that the second question field that was unused is no longer present. 
Since no further question are necessary, change the status to "Submit to Supplier for 
Completion" and click on the Submit button.  You are once again back at the proposal. 

The "Clarification Request" is complete.  The supplier will receive an e-mail notification alerting 
them to the existence of the request.  Once they have addressed the request and submitted it, 
the PO will receive an e-mail from the Spirit System notifying them of the requests completion. 
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Clarification Response 

 
At this point, the evaluator returns to address the suppliers response to the "clarification 
request." 

Click on the  tab. 
Note:  the user could also reach the proposal by clicking on the "Evaluations" tab. 

Click on the  tab from the sub-menu. 
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Click on the appropriate proposal number link   Once in the proposal scroll down 
to the "Potentially Required in the Future" section where the "clarification response" from the 
supplier is accessed. 

 
The status is now "Complete" and the "View" link is available. 

Click on the "View" link to access the response. 
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The response opens with information regarding, which proposal, solicitation, the date the 
"clarification request" was created and the date the supplier submitted the response. 

 

 
The instructions to the supplier, question(s) posed to the supplier and the suppliers response 
is located at the middle of the screen. 
 
The form used for the suppliers response includes attachment functionality. 
 
Open the attachment by clicking on its title link. 
 
The attachment opens and can be saved outside the Spirit System if you desire. 

To close the document, click on the windows . 

To close the "clarification response" click on the  button or the windows X. 
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Having read the response, the evaluator can then complete their evaluation form.  Once all 
evaluation forms are completed, the PO can then create a "Proposal Evaluation Report" 
(PER) for each proposal.  The report will combine all evaluators evaluations.  If the PO finds 
that some of the evaluators comments could use a little sprucing up, s/he will be able to make 
those changes as s/he drafts the report.  Once the reports are complete the evaluators and 
the PO will have to sign off on or approve the PER. 
 

Scroll to the bottom of the screen to access the evaluation for this proposal. 

Click on the  link to access the evaluation 
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The "Evaluations By Evaluator" screen loads. 
 
Click on the evaluators name link to access the evaluation draft.  In this instance we have 
been following the evaluation of Eval Uator  
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The evaluation form opens in "view" mode.  See image previous page. 

Click on the "edit"  icon to make the changes 
 
Note the evaluations status is “Pending Clarifications.” 
 
Scroll down the “evaluation criteria” section so that you can complete the evaluation 
comments/score that were not completed before. 
 
Note that clicking on the "Clarification Questions" link would bring you to the questions, not 
the supplier response 

 

The evaluator now enters the score and comments for this evaluation criteria category.  Once 
that is done and the evaluation is done, scroll to the bottom of the screen to submit as 

complete.  Change the "Save as:" status to "Complete" and click on the  button. 
The evaluation is now complete for this supplier.  If there are other evaluators involved, they 
must complete their evaluations as well, before the PO can create the Proposal Evaluation 
Report (PER). 
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Proposal Evaluation Report (PER) 

 
The evaluations for the two suppliers proposals to the solicitation have been completed.  The 
PO will now go into each proposal and create the "Proposal Evaluation Report (PER)."  As 
mentioned previously, the PER is a report created for each of the proposals to a solicitation.  
The report is created to illustrate the averaged or combined evaluation(s) of the individual 
evaluators on an evaluation committee and it edited to serve as a summary of remarks. 
 
NOTE:  When the PO has completed the draft of a PER it must be submitted to the evaluators 
for their approval.  HOWEVER, once submitted it is no longer editable.  When you are 
satisfied with the report inform the evaluators so that they can review the draft report(s).  This 
will allow them to make comments and will allow for consensus prior to submitting the report 
for approval. 
 

Click on the  link.  Click on the  link from the sub-
menu. 
 
At the "My Proposals By Solicitation Number" screen scroll down until you reach the proposal 
you wish to begin the PER for first. 

Click on the proposal number link  of the proposal you wish to start with. 

Once in the proposal, scroll down the screen to the "Items To Complete" section. 
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3. Proposal Evaluation Report - click on the  link (circled above), to begin the 
draft. 
 
Note that the status is "Pending."  Also that the "Create" link was not available prior to the 
completion and submission of the evaluation(s). 
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Take a moment to familiarize yourself with the data available in the "Proposal Information" 
section of the PER. 
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The image above is just one of the criteria to illustrate the format of the report.   
 
It is this section below the proposal information section where the PO will create the PER 
based on the "evaluations."  All evaluators comments will be listed for each criteria, so the PO 
will have the use of these comments for this reports creation.  The language the PO uses for 
this report will combine the comments and type that in the “Strengths” and/or “Weaknesses” 
field (highlighted in dark blue) 
 
It is only necessary to make comments in one of the two fields.  Either in the "Strengths" or 
"Weaknesses" categories field.  Even if you have included other criteria, it will only be 
necessary to comment in one of the fields.  Basically, whichever one you deem most 
appropriate. 
 
Note the comments of each of the evaluators, as well as the score they awarded for the 
category (highlighted in aqua).  The eval uator made comments for both “Strengths” and 
“Weaknesses,” Pete Mahnke only made comments in the “Strengths.”  The 300 and 390 
points score even though repeated is only counted once. 
 
The Spirit System averaged the scores of the evaluators for this criteria (highlighted in 
yellow).  Also note that the "Maximum Points" available is viewable (400 in red font). 
 

If the PO deems it necessary, s/he can override this score by typing in the "Points" field 
(highlighted in yellow). 
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The PO made the combined comments for the “Strengths” (highlight in aqua) and adjusted 
the score from 345 to 350 (highlighted in yellow). 

The PO will do this for each of the criteria from the evaluation criteria in the PER, for each of 
the PERs created per proposal. 
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We’ve skipped down to the Cost criteria to illustrate that neither the PO nor evaluator(s) 
assigned a score to Cost.  The Spirit System generated this score using the cost formula.  
The PO can, when drafting the PER adjust the Cost score.  This will be important if the 
formula in Spirit is not appropriate to the Cost portion of an evaluation.  It also holds 
importance when and if the evaluation goes to BAFO.  If any of the suppliers change their 
pricing during BAFO the score is not reprocessed by Spirit.  When and if you go BAFO a PER 
will have to be created for that as well.  To generate the PER, Spirit duplicates the evaluation 
with its scores used in the first PER.  So for instance, as the PO changed the score in the first 
criteria from 345 to 350, Spirit will duplicate the numbers it first averaged, 345. 

 
Note the Spirit System requires that comments be made in at least one of the "Categories" for 
"Cost" as well. 
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If the report is satisfactory to the PO, s/he can change the "Save as" status to "Submit to 

Evaluators for Approval" and click on the  button.  Otherwise it can be submitted 
as "Draft." 

REMEMBER that you will not be able to edit the PER once it has been submitted to 
evaluators for approval.  Notify evaluators that the draft PER is available for their review and 
comments.  Once all are satisfied, submit each PER for approval. 

After submitting the PER to the evaluators, the PO is returned to the proposal the report was 
created for. 
 

Click on  from the sub-menu to access any additional proposals 
submitted to the solicitation so that PERs can be created for those as well. 

 

Note:  during evaluation it is not necessary to wait until all evaluations are completed for all 
proposals before creating a PER.  You may create a PER for any proposal for which the 
evaluation has been completed. 

We will assume that both PERs have been submitted to the evaluators for their approval.  If 
all goes as according to the discussions you have had, the approval process should not be 
too long. 

Once approved, you the PO will go into the PERs last and complete the loop. 
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Once the evaluator(s) have approved of the the PER, the PO must access each one and 
approve them as well.  Once this step is taken, the evaluation process can continue, prior to 
this the PER is not complete. 
 

Click on the  tab.  Click on the  link from the sub-
menu. 
As done when creating the PERs locate and click on the proposal number link of the 
appropriate proposal(s), and click on the "proposal" number link 

Once in the proposal, scroll to the bottom of the screen to the "Items To Complete" section. 

 

Click on the  link under 3. Proposal Evaluation Report to access the report. 

Note the status is "Pending Evaluators Approval."  Regardless of whether or not the PO is 
one of the evaluators for a given solicitation, the Spirit System will consider the PERs status 
as this until the PO makes the final approval.  However, if the PO is included as an evaluator, 
he or she will have to approve the PER twice.  Once in the capacity of an evaluator and finally 
as the last approval as PO. 

Once in the Proposal Evaluation Report, scroll down to the bottom of the screen to approve 
the PER. 
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To complete the report click on the  button (outlined in blue). 
 
Note that the Spirit System has recorded the approval of the evaluators.  This includes their 
name, agency and the date/time that they actually approved the report.  Once approved by 
the PO, Spirit will add their name to the list of approvals. 
 
Once approved the PO would then move on to the next proposal(s) and approve those as 
well to complete the reports. 
 

Note:  If the PO is included as an evaluator in a procurement s/he will only need to approve 
the PER after the other evaluators have approved it.  S/he will not have to return once as an 
evaluator and then again as the PO. 
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IFB Evaluation 

This section covers the two ways (or options) for Evaluating and Awarding an IFB. 
 
In Option 1, the PO generates an Evaluation Form which gives those involved an area to 
record comments on pricing and specification conformance, etc. 
 
The PO then generates a Solicitation Evaluation Report, which, generates a checkbox list of 
the Offerors.  Those checked will appear in the Tabulation for award. 
 
Option 2 skips the Evaluation Form step.  In this way, if comments are not necessary as is 
most often the case, and the Bid is awarded to the lowest conforming Bidder. 
 
The PO generates the Solicitation Evaluation Report in preparation for the Tabulation for 
award. 
 
To continue; Click on the supplier proposal number link to open the proposal at the Proposal 
by Proposal Number screen. 
 
NOTE:  No system generated evaluation form is necessary to award a bid.  The PO can 
immediately move to the contract step if appropriate. 

 

Click on the proposal number link( ) to begin your review/evaluation. 
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Scroll down to the To Do List and click on the  link for 1. Evaluation(s), (Conflict of 
Interest statement).  Once you accept the statement, an evaluation form will be generated. 
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After reviewing the Conflict of Interest statement, click on the  button to continue.  
If you Reject the statement the user will not be able to view and evaluate the proposal to the 
IFB. 
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Once accepted, the system will generate a form like the above; for notes.  As will be shown in 
Option 2, the PO could decide not to make any notations as the IFB is awarded by price. 
 
In this instance, the PO feels it necessary to make comments regarding the Offer (and has 
made them). 

When complete click on the  button. 
 
NOTE:  although there is no Draft status, SPIRIT will allow the user to return and include 
additional comments if necessary prior to contract.  Also, note the Proposal link.  This link can 
be used to refer back to the proposal being reviewed. 
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Once the PO submits the comments to a particular offer; the system returns the user to the 
Evaluations screen. 
 
The comments have been made (remember, the PO can return and add more comments if 
necessary, prior to creating a contract draft), to the offer.  The next step is generating the 
Solicitation Evaluation Report or SER.  The suppliers selected in the SER are those that the 
PO would like included in the Tabulation for award. 
 

The PO must go into the solicitation to generate the SER.  From the Navigation menu click on 

My Solicitations then click on the Solicitation number link . From the list of 
solicitations.  Or you may navigate via My Proposals and click on the solicitation from there.  
See image next page. 
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As described on previous page.  Clicking on the solicitation number link from here gets you 
there too.  Try navigating around in SPIRIT, you will find many different ways to get to the 
same locations.  Likely you will find a route that suits you. 
 

 

Once in the solicitation, scroll down to the bottom of the screen to the Related 
Documents\Information.  At number 7. Solicitation Evaluation Report, click on the 

link. 
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The suppliers that submitted offers/proposals to the solicitation will be listed here.  It is 
necessary, as the statement in green indicates to select those suppliers that you want to 
appear in the Tabulation (for award).  Selecting the suppliers, lists those to be awarded at the 
Tabulation when created.  However, nothing in the system requires that you award to all that 
have been included in the SER.  If for some reason the user wished to see all the suppliers 
that responded, in the Tabulation, he or she may. 
 

Click in each checkbox to the left of the supplier(s) you want in the Tabulation.  Then click 

on the button.   
 
Note:  if no suppliers are selected from the SER, no contracts other than the Main contract will 
be generated.  Failure to select suppliers to actually award to is not reversible in the 
application.  Speak to your SPIRIT System Administrator if this happens. 
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After clicking submit, you will be returned to the solicitation.  Scroll to the bottom of the screen 
to the Related Documents\Information section of the document. 
 

At number 7. Tabulation, click on the  link.  This will generate the Tabulation (for 
award).  It is on this screen that you will select which line items, groups, etc. by supplier to 
award to each. 
 
NOTE:  Once the Tabulation is produced it is not necessary to award to all those listed. 
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When the Tabulation opens a tabulation of the suppliers selected for the SER will be listed by 
line item and suppliers by that line item.   
 

Click in the appropriate checkbox  to Award each line item and to whom. 
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Once the selections have been made, click on the button at the bottom of the 
screen. 
 
If you find that you selected a supplier or suppliers incorrectly, you may click on the View link 
at number 7. Tabulation from the solicitation screen.  You may then change any selections 
you may have made in error. 
 
Note:  reselecting/deselecting awards is no longer possible once the user has clicked on the 
Create link for 8. Contract. 
 
After clicking on the Submit button at the Tabulation, the user will be returned to the 
solicitation.  Scroll to the bottom of the screen to the Related Documents\Information section, 
as this is where the user will generate the Main Contract.   
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If you are ready to award the contract(s), click on the link at 8. Contract.  This will 
generate a draft copy of the Main Contract.  As previously described; the Main Contract is the 
base document that all other contracts for this solicitation will draw data from.  Once the user 
has entered terms, etc., attached the appropriate documents and is satisfied with the 
document, he or she will change the status of the Main Contract to Complete and click on the 
Submit button.  This action will generate the individual supplier(s) contract. 
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It is necessary to select the appropriate Contract Information.  Begin by selecting the Start 
Date, then enter the term* of the contract.  You must then click within the checkbox to the left 
of Contract Extension Allowed (if an extension is allowed), and the maximum extensions 
possible.  Checking Contract Extension Allowed instructs SPIRIT to allow for extension 
amendment functionality at the end of the term.  If this selection is not made, SPIRIT will close 
the contract at the End Date and not allow for an extension (the SPIRIT Administrator should 
be able to straighten it out if you award incorrectly. 
 
*It is only necessary to enter the Start Date as the End Date will calculate according to the 
Term entered.  The calculation does not take place immediately and will only be apparent 
once the document is submitted.  Best practice is to submit the contract draft as Draft and 
note that the calculation has taken place and is what you expected. 
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Attach any documents necessary to the Main Contract.  An example may be additional 
evaluation paper work (more likely in an RFP), required to appropriately come to an award 
conclusion. 
 
Be sure to attach all files that you want included with the Main Contract.  If this is not done 
before you have submitted as complete you will not be able to do so later.  You may, 
however, attach documents to the supplier(s) contract(s) even after the contracts are 
considered complete. 
 
If you absolutely must have a particular file attached to the main contract that you failed to 
attach prior to completion, contact your SPIRIT administrator. 
If the contract is ready for completion, change the Save as: to Complete and click on the 

button.  This action will complete the Main Contract and generate any individual 
supplier contracts. 
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Once the user clicks on the Submit button, they will be returned to the solicitation.  Scroll 
down to the bottom of the screen to the Related Documents\Information section.  Then click 

on the link at 8. Contract to view the contract(s). 
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The Main Contract (always designated 0) will be listed, as well as any individual supplier 
contracts.  The Supplier contracts generated have a Complete status and no additional input 
is necessary.  Although, if you have documents/files you would like to attach to an individual 
contract(s), you may do so.  Support Staff also has this functionality. 
 
Note:  SPIRIT will send an Award notification e-mail to all suppliers awarded.  SPIRIT will also 
send an Unsuccessful notification e-mail.  Whom to send what is calculated based on your 
selections in the previous steps covered. 
 
Next up, we will cover Option 2 with regard to awarding an IFB. 
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IFB Evaluation/Option 2 

Option 2 for evaluating and awarding an IFB is very similar to that which was just covered. 
This segment covers the process, which basically skips making any notes/comments to a 
proposal. 

 

If detailed comments are not necessary regarding your review of proposals to an IFB, the user 
can skip to the SER section at the Related Documents\Information section at the bottom of the 
solicitation. 

Click on the link for 6. Solicitation Evaluation Report 
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Once generated (SER) click in the checkbox (es)  to the left of the suppliers you wish to 
appear in the Tabulation (for award). 

Then click on the button. 
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With the suppliers selected in the SER, you may now create the Tabulation (for award), by 

clicking on the  link at 7. Tabulation. 
 
Note:  if no suppliers are selected from the SER, no contracts other than the Main contract will 
be generated.  Failure to select suppliers to actually award to is not reversible in the 
application.  Speak to your SPIRIT System Administrator if this happens. 
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Two suppliers responded to this solicitation and one line item each will be awarded.  Click 

within the checkbox (es)  to select which lines to award to whom.  Once the selections 

have been made click on the  button. 
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Again, upon submission, the user is routed back to the solicitation.  Scroll to the bottom of the 
screen to the Related Documents\Information section. 

Click on the  link to 8. Contract to generate a draft Main contract. 

 

You now have a draft Main contract, which you may set up as necessary.  Please refer to the 
section that covers option one for instruction on the completion of your contract. 
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Supplier References 

 
If you have requested references in your solicitation, Spirit allows you to create a "Supplier 
Reference Request."   
 
The PO creates the request and enters the references e-mail or fax number.  When 
submitted, Spirit sends the document out to the appropriate reference. 
 
Since the reference is not part of the Spirit System any response to the reference request will 
have to be entered manually by the PO.  You will need to be sure to enter any contact 
information necessary to the reference so that the response can be returned to the 
appropriate place.  This is due to the fact that any notification e-mails generated by Spirit are 
sent from the server rather than a specific person. 
 

Once in the "proposal" that you wish to create the reference request for, scroll to the "Items to 
Complete" section at the bottom of the proposal. 
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4. Supplier References Questionnaire 
 

Click on the  link to begin a draft of the "Supplier References Questionnaire." 
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The Supplier Reference Request is created.  The Reference section contains the area for 
entering the contact information.  It allows for the use of an e-mail address or fax number.  
The system allows for up to three references 
It is necessary to enter instructions to the individual or company receiving the reference 
request.  They may not even be aware that they may receive this. 

This instruction field is a good place to describe what this is about and how to contact you 
and/or return the request response to.  Remember, the document that the reference contact 
receives will be from the Spirit System if they try to respond to Spirit, they will be 
unsuccessful. 
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Like the "Questionnaire" in the solicitation, you may add additional question fields so as to 
include as many reference questions you feel appropriate. 
 
More than one can be added at a time by the selecting the number from the number drop 
down menu. 
 
Note: once a second question has been added to the reference request, the "Up" and "Down" 
arrows that you should becoming familiar with will appear to the right of this and additional 
fields.  You may rearrange the order of the questions as you wish. 
 

 

Once you have entered all the reference questions, you may save the request as “Draft” and 
return to it later to send out or as in this instance set the “status” to “Complete” and click on 

the  button 

Once submitted you will be routed back to the proposal the reference was created for. 
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Supplier Reference Response(s) 
 
The PO has received the responses to the "Supplier Reference Request." 
 
You must then return to each "proposal" and type in the reference responses. 
 
Scroll down to the "Items To Complete" section of the proposal.   
 

 

Click on the  link at; 4. Supplier Reference Questionnaire." 
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The screen for the "Supplier Reference Request" has changed slightly.  It now includes the 
"reference contacts" that you sent the "request" to.  
 
Note that both have a "Status" of "Draft."  When you submitted them as "Complete," Spirit 
created the individual response documents for entering their answers; it is these response 
documents that are in “Draft” status. 
 
Click on the name link of the contact you would like to enter the answers for. 
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This is a screen shot of the document Spirit sent to the reference.  Joe Azspo received an e-
mail in his Hotmail account answered the question(s) and returned them to the PO.  It is this 
answer and others if asked, that you will enter in the reference document. 
 
Remember that this response document is outside the Spirit System. 
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When you click on the name link that individuals reference form will open.  As usual, the 
document is in "view" mode. 

Click on the "edit"  icon to open it in edit mode.  It will then refresh and the answer field 
will allow for the input of the response.  Type in the references response to the question(s). 
 

 

Change the status to  and click on the  button. 
 
If you were not done at this point, you would "Save as:" "Draft." 
 
Click on the name link for the second reference . 
 
There is no screen shot of this response. 

Change the document to "edit"  mode. 

Enter the reference response, change the status to  and click on the 

 button to finish with this document. 
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The reference portion of the solicitation process is complete. 

Note that their "Status" is now "Complete."  Click on the name links to view the responses at 
anytime 

Back at the proposal at the “Items To Complete” section, the “Supplier References” will now 
have a “View” link.  From this point on when you click on the “View” link the screen above will 
open allowing you to click on the reference name link so that you can view their responses.   

The hard copy document that you received may be scanned and attached to the suppliers 
contract when the procurement process is complete if you wish. 
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Supplier Meeting Request 
At times during the procurement process you may find it necessary to set up a meeting with 
various suppliers.  This section of the manual walks you through the process of creating a 
"Supplier Meeting Request." 

Once at the proposal that you would like to create a meeting request for, scroll down to the 
"Items To Complete" section of the proposal 

 
5. Supplier Meeting Request(s): 

Click on the  link to draft the request. 
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Type in a brief description/title for the meeting request as you might in an e-mail subject line.  
Then type in the details of the request.  Once you have typed all the necessary information, 
scroll to the bottom of the screen and submit the request to the supplier.  There is no "draft" 
status for this document.  You need to create and complete the document at one time.  Once 

you click on the  button, the meeting request will be routed directly to the suppliers 
e-mail address.  There is no limit to the number of “Supplier Meeting Request” you create. 

The actual request is not within the Spirit System, with the exception of your view of it once 
completed. 

 
Once created, you can click on its title link  to view the request.  Each 
“Supplier Meeting Request” you have created for this supplier will open in “View” mode.  They 
cannot be edited once submitted as they have already been sent. 
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Negotiations 

 
Procurements often require "Negotiations."   
 
This portion of the manual will walk you through the process of creating a "Negotiation" 
document.  The first step of which, is the drafting of the "Proposal Negotiation Plan."  The 
"plan" is created on a screen that includes the information from the "Evaluation" so that you 
use it as a guide to record any negotiation points you would like to cover. 
 
Once the “Plan” has been created, a link for the creation of the "Proposal Negotiation 
Request" document that will be routed to the supplier for completion, will be present. 
 
You will likely be in close communication with your evaluation committee in the drafting of this 
plan as it is the basis for the “Negotiation Request” that you send to the supplier. 
 
In the “Items To Complete” section of the proposal 
 
6. Negotiations 
 

Click on the  link for negotiations 
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When you click on “create” a Proposal Negotiation Plan form is created. 
 
Note the information in the Proposal Information section.  The Proposal number, Solicitation 
number and Supplier Name are links that return you to the various documents. 
 
Scroll to the bottom of the screen to view the evaluation criteria and the fields that you will 
enter negotiation points. 
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This form is like the form used to create the PER.  Each evaluators comments and averaged 
scores from the evaluation are available for reference when creating the plan. 
 
Type comments or negotiation points in either the "Strengths" or "Weaknesses" field.  If you 
wish, you may type within both fields. 

You must type comments in at least “Strengths” or “Weaknesses” for each of the evaluation 
criteria. 

Once you have typed in negotiation points into each of the four criteria, you would submit the 
plan as either “Draft” or  “Complete.”  Whether submitted as “Draft” or “Complete” the 
evaluators will have access to the “plan” so that all may confer and come to a consensus 
when the PO drafts the “Negotiation Request.” 

The demo will save this as "Draft" and return to the document to complete it to show how the 
plan will appear if you save a draft and return to complete the document. 

Leaving the document as the system default "Draft" click on the  button. 

Once submitted as "Draft" and back at the proposal, scroll down to the "Items To Complete" 
section at the bottom of the screen. 
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6. Negotiations - click on the  link. 
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The "Proposal Negotiation Plan" will be in view mode.  Click on the "edit"  icon to open in 
edit mode.  The PO may be returning to the “plan” to make changes based upon the 
discussions with the evaluation committee.  Changes can be made on the document until it 
has been submitted as “Complete.” 
 

 

If the PO is satisfied with the "plan," s/he will scroll to the bottom of the screen, change the 

"Save as" to "Complete" and click on the  button. 

The "Proposal Negotiation Plan" has been created.  You are now back at the supplier 
proposal that you created the “plan” for. 

The next step in the process is to create the actual "negotiation" document, which when 
complete, will be routed to the supplier for response. 

Scroll down the screen to the “Items To Complete” section of the proposal. 
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To create the "Negotiation Request" click on the  link. 
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Note in the image above that an “edit” icon is no longer present.  The document has been 
completed, so it may not be changed.  Click on the  link that is now 
present. 

 
The "Proposal Negotiation Request" is very much like the questionnaire forms that you should 
now be familiar with. 
 
You will need to include instructions to the supplier for the handling of this document. 

Like the other questionnaire format documents, you can  as many questions fields 
as you feel is necessary.  If you have included too many leave the last ones blank and they 
will not appear in the final document.  Type your negotiation questions/comments in the field.  
The "Up" and "Down" arrows are available for rearranging your points or questions once you 
have added at least one additional field. 
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If done and ready to be routed to the supplier, change the status to "Submit to Supplier for 

Completion" and click on the  button.  Otherwise it can be saved as “Draft,” so that 
evaluators can continue to view and make verbal or e-mail comments to the PO.   
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If “Submit to Supplier for Completion” was selected, you will once again be returned to the 
proposal. 

 

At the bottom of the proposal in the “Items To Complete” section you now have a “View Plan” 
link, as well as a “View” link for the “Negotiation Request” itself. 

Click on the  link to see how the "request" appears in the system. 
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The link for access to the "request" is the date and time it was completed.  You would click on 

 to view it.  All other info is to the links right. 
 

 

The image above illustrates what the completed and submitted “Proposal Negotiation 
Request appears in the Spirit system. 

Next up; viewing the "Proposal Negotiation Request" once it has been completed by the 
supplier. 
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Viewing the Negotiation Response. 

 
The "negotiation" has been completed by the supplier. 
 
Once in the appropriate suppliers proposal, scroll down to the "To Do List."  Within the "To Do 
List" is the section entitled "Potentially Required in the Future."  You may remember that this 
was where you viewed the "Clarification Response" in the other suppliers proposal. 
 
When the negotiation is complete you will receive an e-mail notification from the Spirit 
System.  Had you followed the link within the e-mail, it would have opened Spirit at the log in 
screen.  Once logged in, you would have been routed directly to the "Negotiation Response." 
 
Click on the "View" link to see the response to the negotiation. 
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The “Proposal Negotiation Responses” screen opens, Click on the link ( ) 
to open the response.  Image previous page. 

 
You are then able to read the suppliers response to the "Proposal Negotiation Request." 
 
As you have created a negotiation request and received a response, the system requires that 
you go through the BAFO process.  
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BAFO 

Going BAFO 

 
Based upon the evaluation and the negotiations the PO has decided to go to BAFO with this 
supplier. 
 
When the PO creates a BAFO, the Spirit System creates a questionnaire for the PO to set up 
to send to the supplier.  The supplier receives notification of BAFO, which directs them to the 
document to view.  Once they click on "Submit BAFO," the system generates a duplicate of 
their original proposal with additional BAFO related access.  The supplier is then able to 
readdress everything within their proposal. 
 
To create a BAFO scroll down to the "Items To Complete" section within the appropriate 

suppliers proposal and click on the  link at 7. BAFO Request 
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The "BAFO Request" form or questionnaire is generated.  This form should be considered as 
a means of writing a BAFO letter.  It’s functionality is like the other questionnaire based forms 
you will work with in the Spirit System. 
 
The PO must select a due date for the suppliers response from the "Due Date" drop down 
menu.  If the supplier responds earlier than the "due date," the system allows the PO and 
evaluators to begin the evaluation of the "BAFO Response."  If the supplier does not respond 
in time, evaluation is still possible.  The Spirit System will not deny the supplier the ability to 
submit the response as it denies a proposal response after the "close date" for the original 
solicitation. 
 
Type in the necessary instructions.  Consider this area as the body of the BAFO letter. 
 
The PO types in the first area of the proposal s/he wants the supplier to address. 
 
Just like previous questionnaire forms in the Spirit System, the PO can add as many 

additional question fields as is necessary by clicking on the  button. 
 
Type in the second field created (the final image of this BAFO questionnaire will have four 
issues for the supplier to address).  As with other questionnaire forms, leave any extra that 
you did not use at the end of the form. 

You will always want to include one last field to instruct the supplier to make note of any 
changes they have made in their BAFO response from the original proposal.  
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A finished BAFO questionnaire may look something like the above image (hopefully it would 
be a little more detailed).   

Note:  use the  to rearrange any questions (if necessary). 
Once complete, change the status to "Submit to Supplier for Completion" and click on the 

 button. 

Had the PO saved it as "Draft" the evaluators would have been able to review the document 
prior to routing it to the supplier. 
 

The "BAFO Request" has been completed and submitted to the supplier.  You are now back 
at the suppliers proposal. 
 
Next up, dealing with the "BAFO Response." 
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BAFO Response 

 
As with other steps in the process, the PO would have received an e-mail notification from 
Spirit regarding the completion of the BAFO by the supplier. 
 
Note the proposals listed under the solicitation.  The original proposal ADSM-5QRSVQ has a 
status of "Complete (BAFO)."  The BAFO in parenthesis indicates that it has gone into the 
BAFO process.  For all intents and purposes, this proposal is no longer active; although it can 
be viewed.  The new document is ADSM-5QRSVQ-1.  This is the proposal that was created 
by the supplier when they clicked on the "Submit BAFO" link to respond to the request. 
 
It is this document that the rest of the evaluation will be based on (unless you go BAFO 
again). 
 
Once the PO and evaluators have reviewed the response, it is up to the PO to create a PER 
based on the BAFO.  But more on this later in the process. 
 
Both suppliers were sent "BAFO Requests" however, the manual will only cover addressing 
one of the two. 
 
Click on the "BAFO Proposal" link 



Created on 6/28/2004 1:31 PM POPMPA Section Five 

Page 205 of 244 
 

 
The "Proposal Information" section contains some new information.  "Is BAFO?" now 
indicates YES and "BAFO #" indicates 1. 
 
Scroll down to the “To Do List.” 
 

 
The "To Do List" now contains two additional options "A. Previous Proposal" and "B. BAFO 
Questionnaire." 
 

For reference, while in the BAFO proposal, the PO (and evaluators), can click on the  
link to route to the previous proposal. 

Click on the  link of B. BAFO Questionnaire to view it.  Clicking on any of the other 
links will open those areas.  As this is the suppliers BAFO proposal/response, any changes 
made by them would be in this new proposal. 
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The "BAFO Response" form opens, allowing for the review of responses to the points or 
questions included in the "BAFO Request." 
 

Click on the  button or the windows X to return to the BAFO Proposal when done 
viewing the responses. 

Note:  the image of the response does not include the  button or windows X that is 
available on the actual screen. 

You must consider this an entirely new proposal in the sense that any changes the supplier 
made while responding to the request were made in this document.   
The Offer and Acceptance form is new as well.  The supplier was required to accept 
responsibility of making good on this BAFO as s/he did in the original proposal. 
 

If changes were made to the price sheet, this price sheet will reflect those changes. 
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Click on the  link to review the price sheet. 

 
 
Note that the pricing has indeed been reduced. 

Click on the  button to return to the "BAFO Proposal." 
Once all documents have been reviewed scroll down to the “Items To Complete” section. 
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The next step in the process is to create a PER based upon the "BAFO Response." 
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BAFO Proposal Evaluation Report 
With the creation of the "BAFO Request" and the receipt of the suppliers "BAFO Response" 
you now, in essence, have a new proposal. 
 
It is now necessary to create a PER based upon the BAFO.  When the "Create" link is clicked 
on, Spirit will generate a new PER based upon the previous evaluation.  The scores for each 
of the criteria will be the scores that the system initially calculated based on evaluators scores 
and comments for the original evaluation.  If you, the PO, opted to adjust any of the scores, 
for the previous PER they will not be apparent in those reproduced by Spirit. 
 
The BAFO evaluation process differs from the original in that no individual evaluations or the 
forms are generated.  The evaluation at this point begins with the PO and the generation of a 
PER. 
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Note that this PER is based upon the new proposal. 
 

Scroll down the screen to the "PER" section that allows for the entry of evaluation comments. 
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As noted previously, the score is the original average of the evaluators scores based up the 
original proposal. 
 
Evaluators comments and scores from the previous evaluation are included. 
 
Enter comments appropriate to the PER for the BAFO.  As with any previous PER, once 
complete, it will be routed to the evaluator(s) for their approval.  Once approved, the PO will 
make the final approval of the report and the process will then be able to continue.  
REMEMBER to have the evaluators review the PER prior to submitting for their approval. 
 
The PO must adjust the score.  At least to the level of the previous PER.  If warranted, the 
score can be increased based upon the BAFO response. 
 
Of course it is possible the score could go down as well. 
 
Comments for the other criteria must be entered as well.  Adjust the scores as necessary as 
well. 

If this category was not an issue or improved, you can note that and enter the same 
comments in the previous PER. 
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If ready for the evaluator(s) approval, change the status to "Submit to Evaluators for 

Approval," and click on the  button to complete. 

Once submitted as complete you will be returned to the suppliers proposal. 
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BAFO Proposal Evaluation Report Approval 

 
The evaluator(s) approval is complete.  The PO must now give the final approval of the report.  
Return to the “My Proposals” section of Spirit. 

Click on the Proposal number link .  Once in the proposal, scroll to the bottom 
of the screen to the "Items To Complete" section and click on the "View" link for the PER. 

 

Click on the  link to “View” and “Approve” the PER for this supplier. 
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Scroll to the bottom of the screen and click on the  button.  The PER is now 
complete.  For the sake of the manual, the approval of the PER for the other supplier is not 
included, but has been done. 
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Award Tabulation 
The next step in the process takes place back at the solicitation. 

To generate a "Tabulation" that allows you to select and award line items, you must first 
create a "Solicitation Evaluation Report."  Spirit does most of the work once you click on the 
"Create" button. 

From the "My Solicitations" list, click on the appropriate solicitation number link 

 Once in the solicitation, scroll down to the "Related Documents\Information" 
section. 

 
Click on the "Create" link to generate the "Solicitation Evaluation Report" or SER. 
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The SER has been created. 
Note the statement:  Please select the proposals you would like to view in the Tabulation 
Screen. 
 

The SER is a report that displays the final evaluation numbers for the proposals. 
 

It contains the "Initial Proposal" evaluation points and the "BAFO #1" scores.  To award a 
contract(s) you must create a "Tabulation," however, prior to that you must select the 
proposals that you want to be available for selection. 
 

Since the "Initial Proposal" is no longer appropriate due to BAFO, you would select from the 
"BAFO #1" proposals.  Although nothing prevents you from selecting them all. 
 

The "Report" links bring you to the PER. 

Click within the checkbox to select the proposal(s) 
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Once you have placed checkmarks in the appropriate checkboxes, click on the  
button. 
You are now back at the solicitation.  The "Tabulation" can now be created. 

Scroll down to the "Related Documents\Information" section of the solicitation. 
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NOTE:  if you found it necessary to change the proposals selected for the SER, click on the 
"View" link.  The selections are not locked in and can be changed if a contract has not been 
created. 

The same is true of the Tabulation.  If you select the wrong line items to award, yet have not 
created a contract draft you can make new selections in the SER and Tabulation. 

Click on the  link at 7. Tabulation to generate the "Tabulation." 



Created on 6/28/2004 1:31 PM POPMPA Section Five 

Page 219 of 244 
 

 

The tabulation incorporates the line items from each of the suppliers selected in the SER.  

The  link, if clicked on, would return you to that report 
so that you could view the scores.  At the tabulation, click within the appropriate checkboxes 
to select the Line Item(s) to award.  You could select one from each supplier if that was 
appropriate. 

Click on the  button once the selections have been made. 
 

NOTE:  You may change these selections prior to creating a contract.  They are not 
permanently locked in at this time. 
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After submitting the “Tabulation” you are returned to the solicitation.  Scroll back down to the 
"Related Documents\Information" section of the solicitation to create the contract. 

8. Contract now has a “Create” link.  The contract(s) can now be assembled. 
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Contract Creation 
This section covers creating a contract in Spirit. 
 
Just prior to this step you checked off the line items to award from the Tabulation containing 
the suppliers you selected from the SER. 
 
One way in which contracts differ from what we're familiar with is the "Main Contract."  Below 
in the Related Documents\Information" section of the solicitation.  When you click on the 
"Create" button for number 8. Contract the system generates the "Main Contract."  This "Main 
Contract" contains the information that is common to all the suppliers awarded contracts.  You 
select the "Term of Contract," "Delivery," and select whether the contract is extendable and 
for how long.  The "Main Contract" allows for the attachment of common documents relevant 
to all contractors; be sure to attach all the files relevant to all suppliers on this contract.  
Once you complete the main contract you will not be able to attach further documents, 
however, you still will be able to attach files to the individual supplier contracts. 
 
Once the "Main Contract" is submitted as complete, Spirit generates the individual supplier 
contracts.  These contracts inherit all the common data contained in the "Main Contract," with 
the added functionality of attaching documents appropriate to the individual contractor’s 
contract.  Amendments specific to an individual contractors contract are created from this 
contract. 
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8. Contract 
 

Click on the  link to generate the "Main Contract." 
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The "Draft" of the contract to the solicitation is created. 
 
The "Document Information" section includes all relevant information to the solicitation.  The 
requisition, solicitation and “created by” are links to those documents.  This "Main Contracts" 
number is the solicitation number followed by -0.  Each additional supplier contract will be -1, -
2 and so on. 
 
Note that at the bottom of this screenshot: "Process Status:" is "Pending Contract" and the 
Status of the "Main Contract" is "Draft." 
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The "Contract Information" section is where you will enter some of the information common to 
all suppliers on contract.  The "NOTE," regarding contract extension period is viewable to 
outside users. 
 
You may select a different "Start Date" if appropriate, from the drop down menu. 
 
If contract extension is allowed, click within the checkbox to indicate it. 
 
Contract "Term" should be entered.  The drop down menu allows for selection of year(s) or 
month(s) 
 
Type in the delivery information. 
 
Enter the maximum extensions allowed.  Year(s) or Month(s) can be selected from the drop 
down. 
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The "Solicitation Information" section contains basic solicitation information.  You would be 
able to view any of this by clicking on the solicitation number link at the top of this contract. 
 
"Other Data" *Price Sheet is the contract price sheet.  In this "Main Contract" each suppliers 
line items are listed with links to more detail.  When the individual contractors contracts are 
viewed, you may notice there is more documentation in this section.  This additional 
information will also be links and will include the "Offer & Acceptance," supplier specific "price 
sheet" and any "BAFO" document if created. 
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Any "attachments" added to the "Main Contract" need to be common to all suppliers.  You 
might attach a spreadsheet containing additional evaluation information, etc. 
 
The "All Contracts" section will contain links to any supplier contracts once the "Main 
Contract" has been submitted as "Complete." 
 

For practice sake, Click on the  button to save it as "Draft" so you can view the 
link for the contract from the solicitation for familiarization. 
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Once you have submitted the contract as Draft, you are back at the solicitation.  Scroll to the 
bottom of the solicitation and click on the View link for contract to return to your draft. 
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The "Contracts By Main Contract" screen opens (image previous page).  Click on the "Main 

Contract" number link to open.  Click on the contract number link ( ) 

 

Like most documents saved in Spirit as "Draft" the return view is "View" mode. 

Click on the "edit" icon  to open so that you can complete the contract. 
 
Scroll to the bottom of the screen, change the status to "Complete” and click on the 

 button. 

Once again you are back at the solicitation.  Again, scroll to the bottom of the screen to 
access the contract(s). 

Click on  to open the contract 
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The "Main Contract" is listed and now the supplier specific contract is listed as well. 

Click on the supplier contract link ( ). 
 
 

Contract management functions are available now. 
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The "Request Amendment" button (within red square image previous page), functions 
somewhat like an amendment that we create today.  Clicking on this button generates a 
window that you can type in.  You would type the reason for the amendment; once complete, 
the system would send an e-mail to the contractor, thereby opening the door to 
communication. 
 
The contractor has a "Request Amendment" button as well.  It functions primarily the same 
way it does on this end.  Once the PO receives the "Request," he or she can decide whether 
it is warranted and create an amendment. 
 
The "Create Amendment" link is used to create an amendment.  The Spirit system will 
generate a duplicate of the contract, that once signed off on by both would be the active 
contract. 
 
This process functions much like the solicitation amendment.  The main difference being that 
the PO makes any changes to pricing, etc. and if acceptable, the contractor signs off in 
agreement.  So control of the document is in the hands of the procurement office, not the 
contractor. 
 
NOTE:  when an amendment to a contract has been approved by all parties, it is necessary to 
go into the original contract that was amended and cancel it.  If this is not done users will not 
know which one to use as they will both show as active. 
 
Clicking on the "Cancel Contract" link would cancel this specific contract.  Canceling the 
entire contract for all contractors would be done at the "Main Contract" screen. 
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You may attach any supplier specific documents to each individual suppliers contract by 

clicking on the  in the attachments section; it functions the same as with 
attachments to solicitations.  Any bonds or insurance certificates that arrive after award can 
be scanned and attached. 
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Contract Amendment 
 

To create an amendment click on the  link. 
 

The manual has taken the liberty of scrolling down to roughly the middle of the amendment 
draft screen to the Contract Information section. 
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Note that you can use the drop down menus to change various information.  To change the 
Start and End date, simply select the new start date.  The System will not recalculate the new 
End Date until the amendment has been submitted as "Draft" at the least. 
 

Use the Amendment Information section to enter the language describing what is being 
amended. 
This amendment will affect pricing, so it will be necessary to visit the Price Sheet to make the 
necessary change(s). 
 
Contract Reassignment will be covered in the section following this contract amendment 
lesson. 
Scroll down to and click on the  link to make the necessary changes to the 
pricing for the amendment. 
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In this instance, the pricing change will be made to Line Item number .  To edit the pricing 
click on the Line Item number in question.  The Line Item window will open in a "draft" mode, 
allowing for editing. 
 
Click on the Line Item number to open the Line Item for editing. 
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Note in the image of that the information is in edit mode.  Make any appropriate changes. 

In this instance, the PO has changed the Unit Price from  to  
 
If this is the only change necessary to the Line Item, scroll to the bottom of the Contract Line 
Item screen and click on the Submit button. 

Click on  if complete.  Note, you may return and make changes even though you 
have submitted the change as "Complete." 
 
If you open the Line Item again, it will still be in edit mode. 
Once the line item is submitted you will be returned to the Supplier Contract Price Sheet.  If 
no other changes to the prices are necessary, you may close the document, by scrolling to 

the bottom and clicking on the button. 
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With the Price Sheet closed; you are now back at the contract amendment draft.  Once all 
changes necessary have been made, scroll to the bottom of the contract amendment screen 
and Submit. 
 

Save As: 
 
Draft - allows you to return to the amendment to complete at a later time. 
 
Submit to Contractor for Approval - submits the amendment for electronic signature (bilateral) 
 
Cancel - cancels the amendment draft.  If an amendment draft is cancelled, the PO can use 
the cancelled amendment draft for a future amendment if the need arises.  The status will 
show as cancelled, but it can be edited at a later time and submitted to the Contractor for 
Approval or unilaterally completed. 
 
Complete - this allows the PO the functionality to complete an amendment unilaterally and 
does not require an electronic signature by the contractor.  It is also used after the supplier 
contractor has approved the amendment.  At that time the PO must go into the amendment 
and submit as complete.  REMEMBER to cancel the original contract amended after 
completion. 
For the purpose of the manual, this amendment will be submitted to the contractor for their 
approval. 

Change the status to Submit to Contractor for Approval and click on the  button. 
 
You will then be returned to the My Contracts by Contract Number screen. 
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The PO will from time to time need to check on the status of the contract amendment.  In the 
image above the status indicates that the amendment has been approved by the contractor. 
Once approved by the contractor, the PO will need to go back to the amendment to 
complete/finalize the amendment. 
 
Click on the amendment number link . 
 
Once in the amendment, remember that the document will be in View mode.  You must click 

on the Edit Icon  (red pencil) to complete the amendment. 
 
Once in edit mode, scroll to the bottom of the amendment screen to complete the 
amendment. 
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Change the status from Update (the default in this instance) to Complete and click on the 

 button.  This is your electronic signature. 
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Once submitted, the user (PO) will be routed to the My Contracts By Contract Number screen.  

Click on the original contract number link  
 

As noted previously, the user must cancel the previous version of a contract once an 
amendment has been completed. 
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Click on the  link to complete the process. 
 
 

Note that the status of the original contract is Complete (Cancelled).  If the step on 
cancellation is skipped users may not be purchasing from the most current contract 
document. 
 
Next up Reassigning Suppliers. 
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Contract Reassignment 
 

At times it is necessary to reassign a contract to a new supplier.  This demo covers the steps 
to follow, when and if the need arises. 
 
Click on the contract number link of the contract you must reassign.  In this instance 

 

Once in the contract, click on the  link at the top of the document. 
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Once the amendment draft is created, scroll down to the middle of the document to the 
Amendment Information section.  Beneath this data entry field is the Contract Reassignment 
functionality. 
 
There are two ways to reassign a contract.  One way is to type the name of the supplier that 
you need to assign the contract to, in the Search field.  Or, you can click on the Reassign 
button and scroll through the list of suppliers in the database.  In either instance, once the 
supplier is located in the database, you must click on their name link.  This will load the new 
supplier as the contractor for a contract. 
 
Note the N/A beneath the Reassign button.  Once the new supplier is selected, this area will 
indicate the previous contractor. 
 
The manual will follow the first of the two options for reassignment. 
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In the manual, this contract is being reassigned to Grant’s Tombs.  Type in the name of the 
supplier that you wish to assign the contract to.  With all searches, it is best to type only a 
partial name with an * (asterisk) as a wildcard.  Doing so will avoid any misspellings/typos that 

may yield no results in your search.  Click on the button once you have typed the 
name/partial name in the field. 
 

If there were more suppliers with Grants in the name they would be listed with the results. 
 
If this is the supplier you will be assigning the contract to, click on the supplier name link 

 .  This will load them into the contract as the contractor. 
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Note that the amendment now indicates Allund Everything as the previous supplier. 
 

Were you to scroll back up the amendment to the Document Information section, you would 
see that Grants Tombs is now the supplier on this contract. 
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Don’t forget to indicate why this amendment is being published.  SPIRIT does not do any of 
this for you.  Once done, scroll to the bottom of the document and submit it for completion. 
 

 
If you intend on finishing the amendment at a later time, leave the Save as: as Draft and click 
on the Submit button. 
 
If you require the suppliers electronic signature on the amendment, change the Save as: to 
Submit to Contractor for Approval and click on the Submit button. 
 
Or you may complete the amendment unilaterally by changing the Save as: to Complete and 
click on the Submit button.  If done unilaterally, you’re done, if not, you will have to wait for the 
supplier to approve the amendment.  You then must give the document the final approval. 
 
Don’t forget to cancel the original contract after the amendment is approved and completed. 
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